DOCUMENT RESUME 



KD 2S8 582 



IR 051 178 



AUTHOR 
TITLE 

INSTITUTION 
PUB DATE 
NOTE 

PUB TYPE 



EDRS PRICE 
DESCRIPTORS 



JDENTIFIERS 



Steckman, Elizabeth, Ed. 

New Jersey Library Network Protocol Committee. Final 
Report . 

N* Jersey State Library, Trenton. 
J. ^5 

87p., Part IV is printed on colored paper and may not 
reproduce well. * 

Guide! - General (050) — Viewpoints (120) — Reports 
- Evaluative/Feasibility (142) 

MF0"'./PC04 Plus Postage. 

Hiscoryj *Inforroation Services; * I nterl ibrary Loans; 
♦Library networks; Library Statistics; Operations 
Research; *Reference Services; Referral; Reprography; 
♦Shared Services; State -Legi slation ; State Libraries; 
Statewide Planning ^ 
Access to Information; *Library Procedures; 
*Multitype Library Networks; NeW|>^ersey Library 
Network 



ABSTRACT 

This report documents the findings and ^ 
recommendations of a study conducted by th«New Jersey Library 
Protocol Committee, which was formed to studv aijd recommend Changes 
in the current organizational and operat ional^^tucture of the 
existing statewide multitype library network and in the patterns for 
networking and informational services among various network 
components. The committee was also charged with recommending a set of 
procedures to be fallowed by network libraries for the exchange of 
inforniation and materials, and with recommending policies and 
procedures for the proposed network should pending legislation be 
enacted. In the process of conducting its study and making 
rerommendat ions , the ccymnittee examined previous library networking 
studies, New Jersey libVary legislation, and the operat ions, of the 
existing network. This report presents information on the current 
library network, including- its historical devv»lopment, origins, and 
operations; reports of subcommittees on bibliographic access, 
interlibrar^ loaM, refeoJ^nce referral, photocopy, statistics, and 
procedures, and an additional recommendation by the full committee; 
and two prototype manuals for (1) reference referral and (2) 
interlibrary loan and photocopy procedures. Footnotes, a list of 
documents consulted, and a copy of the charge to the committee are 
included. iSBH) 
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FOREWMO 



The New Jersfiy library Natwoirk Protocol Committse was formed at the 
direction of the State Librarlani Barbara Weaver, to study and recommend 
changes in the organizational and operational structure used for the 
exchange of Information and materials within the Network. The 
recommendations within this report were developed by subcommittees 
working Independently to address specific areas of concern* Alt of 
these recommendations were^'endorsed by the entire Protocol Committee. 

An interim Report focusing on bibliographic access, interl-ibrary loan 
and reference referral was sut^ltted to the State Librarian In Oecentiber^ 
1^82. At the Committee^s request^ the State Librarian sent the interim 
Report to the groups representing all types of Hbraries in Mew Jersey, 
More than 250 librarians and trustees responded to this report at a 
series of regional meetings held in June of I383» 

In August ISBj^ the St^te Librarian Issued a plan detailing those 
Committee recommendations which could be implemented now through a 
con^lnation of State Library inltiatlveSi the coloration of network 
IlbrarieSf and the help of professional associations and State Library** 
sponsored Committees andjEask forces. Some recommendations were already 
being adopted. Others required new funding or leg{s.latlon to BxpMr^6 the 
program to the level recommended by the Committee. 

With minor rr/odif icationsy material from the Interim Report was 
incorporated with new subqommi ttee.reports on photocopy^ procedures, and 
statistics Into this Final Report. ) The swnple manuals Included In the 
Procedures Report are prototypes or suggested drafts rather than fully 
developed and impIementeJ working doci^nents. 

The Protocol Committee was charged with producing recommendations to 
ease the transition of the^New Jersey Library Network from its present 
configuration to the new network proposed In pending legislation. With 
the passage of this legislation still In the indefinite future. It 
became clear that even as the Committee del ibe^ated, new patterns of 
inter! Ibrary service were already evolving. The Committee also found 
that the need for precision in its procedural recommendations constantly 
conflicted with the need for flexibility In a changing envlromftent. 

The proposed library network leglslatl.on was signed into law In January^ 
1984* It !s hoped that this doci^nt will prove valuable to those 
Involved^ In planning for a new era of library networking in New Jersey, 
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The IndJvldufil library Is the fcHjndatfon of library service 
in tl^e State of New Jersey. This library — academic, i nst f tut fonal*; 
public, school or special, is w>ere most patron needs are met. However, 
no library, no matter how welt funded or adr^ilni stared, can ntieet all the 
informational, educational, and recreational needs of its public. For 
this reason. It Is necessary to provide access to resources and services 
beyond the local level, it was with this Intention that the present 
network was established. 

The New Jersey Library Networic Protocol Committee was formed 
at the direction of the State Librarian, Barbara Weaver, to study and 
reconnend changes in the present organlzatJonal and <^erational 
structure of thr existing networic and in the patterns for networiclng and 
informational services among various networt^ components.^* The 
Committee was further charged with recomneiending a set of procedures to 
be followed by network libraries for the exchange of information and 
materials, it was also charged with recommending policies and 
procedures for the proposed network, should pending legislation be 
enacted. 

in the process of conducting its study and making 
recommendations, the Protocol Committee examined previous library 
networking studies. New Jersey library legislation and the c^eration of 
the existing network as a means of putting Its effort in perspective. % 
Following is a brief outline of th^se studies and the resulting 
legislation. For those interested tn a fuller overview of the history 
of library network development in the state, the Committee recommends 
Library Development In New Jerseys the Historical Background, the 
report of the SubcommUtee on Historical Oevelof«T»ent of the^i^ibf^ry 
Oevel-opment Committeei New Jersey Library Association, 1973* 

To present the results of its work the Protocol Committee has 
divided the report into sections: 1) a brief historical overview of 
library 'network development in the statej 2) a description of the 
present network; 3) findings and recommendatTons of the Committee. 



* A library for patients or Inmates of an Institution. ^" 
** Charge to Committeei included as Appendix H. 



-vii- 

. ■ 9 



PART \t 

THE NEW JERSEY LiBRARY NETWORK 



\ 



10 



ICV J€RS£Y LIBUMY WETWQUK 



HI STOICAL OeVEUOPMENT 

The first study to have a bearing on our present network was Better 
Libraries for New Jer>ev; Cownlssfon to Study 

Library Services in Hew Jersey, t9So« This study resulted from a 
coimilssion fonned In 19S^ by then Governor Robert B. Meyner, and was 
charged with "(1) inquiring into the present condition of the library 
services available to the citizens of the municipalities and counties in 
New Jersey, (2) recoMmend i ng what In^irovements should be made and (3) 
developing a (nastsr plan ^or the improvemmnt and adequate financing of 
library services throughout the StatQ.,"^ 

The resulting legislation, the State Aid Act of 1959» both 
i<ncreased and expanded the concept of state aid to public libraries and 
provided a mechanism for^ two or more libraries Joinlig together to 
provide library service which each separately was unable to offer. 

While the 1959 l^dtslition resulted In significant improvement In 
public librery services^ It wes apparent that there v^ere still ^'serious 
deficiencies in the library services being offered to the people of New 
Jersey.*, (specifically that) a high percentage of the population did 
not have access to those library materials and services that would 
fulfill educational and Informational needs. **2 

These and other shortcomings of library service in New Jersey led 
the New Jersey Library Association, through Its Library Development 
Committee^ to Initiate series of investigations Into the status of 
different aspects of New Jersey I Ibrar ies.^'^ These Investigations led 
to the publication by the New Jersey Library Associatlmi In 1964 of 
- Libraries for the People of New Jersey or Knowledge for All by Lowal 1 A* 
Martin and Mary V. Qaver. 

OMCINS OF THE PRESEWT NEiyORK 

The present library networic In the State of New Jersey was organized 
in 1965 based on structures and concepts outlined In the Martln/Gaver 
report. Figure 1 (page 5) Is < diagram of this net.^rk. Library 

rectors were notified of Its formation In a (KmdrandiMn from Henry J. 
Hichniewski, Projects Planner of the New Jersey State Library , dated 
January t3» 1965* Three years later the State Aid Act of I968 was 
passed establishing the network In law and providing the r.jcessary 
funding. In the period 1965-68, funding for the network was provided 
through the use of Federal LSCA Funds. % 

Library service In New Jersey was dramatically Improved. Local 
ilbrarles were linked via the newly established network to the major 
library collections In the state; Increased state aid was provided to 
support the network; and the number of libraries complying with state 
standards more than doubled betwaen I968 and 1978. ^Today (I98Q) over 
75 percent »f all public 1 Ibrarl es . meet or exceed the standards for 
their respective service populations.**^ 
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Protocol Committee 
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As Mew Jersey Ubreries entered the 1$8Q's ft wes epperent thet "... the 
current aid and network programs... (were) begl-nning to show thefr age, "5 ^hus 
necessitating new service strategies designed to meet chan.ging patterns of Jser 
dmend. in 1978 the Hew Jersey County end Munlcipel Goverrjnent Study Commission 
began a re-ex*iiination of library service In the state, The results of their 
study were published in The DevelopCTent of Libraries and Networks? Prospective 
Roles and i^sponsibi U ties . 1980. 

As stated in the study, "the Camission believes that ttie (present) ^ 
net^;ork, hes, over the years, demonstrated the validity of its underlying 
philosophy and has ijdded a new dliMneion to the (library) services available to 
the citizens of the* State. '"^ However, the functions of the network are not 
clearly expressed in law and are cited only in the distribution fonmjlas for 
State Aid to libraries.... (This) has resulted in considerable confusion among 
those libraries performing, and those receiving network services. "7 

Based on the Commission's flnd'r^'^s, legislation has been Introduced which 
would permit more flexibility In establishing networks and !n regulating the 
standards and procedures critical to their operations^ 

To help analyse the presen: network, the Protocol Coinrelttee studied 
several documents which relate to the provision of library services In New 
Jersey. These documents, listed in Appendix i, outline the responsibi 1 1 ties and 
duties to be performed by the New Jersey Network. With the excefTtion Of the 
State Library, these responsibilities and duties are ?et forth In contracts 
which are individually negotiated with each library. The State Library is ' 
mandated by law to provide support services to New Jersey libraries. These 
responsibilities are generally sat forth in NJSA 18A: 73*35, In NJAC Title 6, 
Chapter 61, and in State Library memoranda. 

THS OPEMTIOW OF THE PItESEliT 

The local library , designed to S2rve a specific population or pr^i^mary 
clientele. Is the first point of patron entry Into the state-wide library 
network. When the local library is unable to meet a patron need, It utlHzfes 
reference referral and Inter! Ibrary loan services to tap the resources of other 
!lbra<'fes in the state. 

To achieve network goals and Implement the Martin/Saver Study, certain 
public libraries (now numbering 26) were designated and funded' by the state as 
Area LIbrarlee to provide backup services to all libraries within their area. 
Area Libraries were generally chosen for the size and the quality of their 
collection a; well as their location. Each area has a Coordinating Council, 
comprising representatives from the libraries served, to establish priorities 
and monitor the network activities of the Area Library in an advisory capacity. 

Each Area Library negotiates and signs an annual contract with the State 
Library to provide aj^ea services. The Coordinating Council is required to sign 
off on all area contracts? without Council approval the State Library may 
withhold network funding to an Area Library, This procedure, established In 
1980, Is Intended to encourage greater participation by all local libraries In. 
the determination of network services needed In their area. 
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Resource Hbriries provide backup reference a'nd Interllbracy loan service 
to the Area Llbra^'es and channel requc^s when necessary to the Research 
Libraries. Newark PubHc Library operates as a Resource Library for 12 areas in 
northeastern New Jersey through the contract It has signed with the Stata 
Library. The State Library Itself serves as the Resource Library fcr the rest 
of the state, but without a service contract, its duties and responsibilities 
relative to network services are set forth in an Internal document and in the 
genera! provisions of state statutes,^ 

For (nore con^licated or specialized request^ for service, four libraries 
were designated as the Research Libraries for the state. These are the Newark 
Public Library, the Princeton University Library, the Rutgers University Library 
and the'State Library. Resource Libraries turn to these libraries for backup 
services and for assistance in subject specialises. Each^ of the Research 
Libraries receives no more than $100,000 annually for the provision of network 
research services. 

Figura 1 

New Jersey Library Network 

CA« of llOv««b«r, 1913) 
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There ere certein enonuilies and inconsistencies that 4ire buitt into 
the present netv#crk structure: 

1, The state has no guidelines for the collectlpn of statistics 
used to measure the effectiveness of n^^rk services currently 
provided by the Aree^ flehoiirce or Research Libraries or to Bccuratel 
compare the services 4eTlvered by eech*. 

2. Resoui^ce Library services are the only level of net^Ksrk ^ 
services not established In law but by the MIchnlewski manor andum of 
January 13, 1965 • 

3* Tax suppdrt fqi locals Area, and Research Libraries .^^oitos 
primarily fron^state and local taxes* The resource level of se^Ice 
to the network I on the other hand^ has always be«n supported frdil^ 
Federal LSCA funds making It the le^t reliable from a funding point 
of view, 

4. From Its Inc ptlon^ certain disparities of service have 
existed between the northern and southern regions of the State. Thl 
is perhaps most significant In the area of reference referral, 

a. As outlined In the Martln/Gaver Report, this level of support 
was weighted haavlly In favor of the northern region. 

'H'he Newark Public Llbr^K^y, as the strongest 
public library In New Jers^^^ has a special role 
to play In^ this system of w^mv ^center s, , , It 
will backstop the area reference libraries 
throughout the whole northern part of the tf^te 
by the estabi Ishment of the Metropolitan 
Reference Center of Northern New Jersey. To 
this endy ft should move forward with the 
development of collections of various types 
which are needed In New Jersey. Thus the 
Newark Public Library will serve as a * 
metropolitan research library, to Increase even 
further the level of service made available to 
this most populous portion of the iitate.'*^ 

The report also 

^'proposed that a Library Reference and Referral 
Center be established In the State Library, as 
i an Instrumentality of the third level of f 

service, to channel and direct requests flowing 
up from local and area libraries. This would 
not be a very large collection, or even a very 
large staff, designed as the one final resource 
to handle all specialized requests itself* it 
would rather call upon and direct traffic to the 
network of resources over the stateJ^^^ 



\ 
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b. The M^lchnlewskJ memorandum of I9S5 also left this 'evel 
of service*^ to the two, regions of the state unbalanced. The 
duties and responsibilities of the Resource Libraries as 
defined by the ^ark Public Library covered a page and a half 
of the memorandum — the responsibilities of the State Library 
were covered In nine lines. , 

Having reviewed tjils information, the Cftnmlttee offers the 
following recomroen^litions. , *■ 

J * 



\ 
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BibHogrnhlc Acceas Subcowiitfe 

In New Jersey, lack of shired Information concerning library 
resources at all geographic and governoien^al' levels Is a barrier to 
access. It Is the goal of thfs subcoramJ ttee to outtine a plan of action . 
which addresses and places priorities on the fmprovernent of existing j 
location tools, and the developm«nt of additional tools. At the present 
time, the hpldlngs of school media centers and special libraries are 
generally not represented In existing tools. 

» 

JdMlly, would like to see f«t, convenient author/tf tie, 
subject and atpHanumeric code acci^ss to bibliographic, location, and 
avaMabilfty Information for all types of materials for all types of 
libraries In New Jersev. 

Iinplemcntatlon shou^ take Into account cost-effectiveness, 
flexibility and mul tfple^ppllcations of new technology. 

When developing and fn;plementlng any ^tomated system, networking 
and resource sh*:r!ng must be an Integral comonent of the planning, 

RecoMaenciatfons ^ 

A, Support and improve existing location tools, 

1. Mew Jersey Union List of Serials (NJULS) 

a. \^onvert f fj^e.^ HARC-compat Ible format 

b. add more I ibrarres' holdings, with emphasis on school 
media centers and special libraries 

c. develop potential to produce s'arlety of configurations 
(such as geographic, subject} and products (such as hard 
copy, COM, floppy discs, tapes) 

d. convert to on-line access through OCLC Serials Union List 
capabi 1 i ty 

e. add newspapers to NJULS 

2. L ocal union lists of serials 

a. develop local union list capability in standard 
bibliographic format (analyze cost benefits of regional 
vs. centralized productldb) 

b. local union lists should be developed In conjunction with 
and be compatible with the state list. 
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' 3. OCLC 

encourage particf pet Ion !n OCLC by •U ty^ts of Hbrarles 

through: 

(1) funding 
{Z} publ ic relations 
(3) consulting ^ 

pronote cooperative participatlorv on a shared bests 

provide bibliographic and location data to non-OCLC 
libraries 

encouregc retrospective conversion of records 

\ 

utilize potentiel for various of f-iinV-products through 
PALiiiST and individual tapes (such as COM catalogs, 
subject 1 lets) 

Ci"rculation systaws ' 

a. encouratie installation of autoraatad systems Mith standard 
HARC-caNi;>atibIe record formats thrmigh: 

(1) ^^ding 

(2) edueetion end public relations (e.g. feet sheets, 
infomation pacicets, mode! RFP, pros and cons of 
various systems) 

(3) consulting ' 

b. promote cooperative development oj^-r^egXane 1 or shared- 
interest besis / 

Develop steta and/or regional directories Oif ell tv/es of libraries 
that will include information such as: per foQnel< hours , policies 
(on access, ILL, borrowing, fees, etc.), copying ficllities, 
computer detabases, collection size, and networic mer^ershipsi and 
that Mill Indiuc special collections by subject. (Exen^jlet SLA's 
Directory of Libraries and information Services in the Philadelphia 
Arae.) ■' 

C. Provide guidelines to aid individual libraries in describing their 
own holdings (examples: standardized formats, authority lists). 

i 

0, Assess the need for Improved eccess to certain typas of materials 
such as: federal, state and local government publ Icetlons; and 
multimedia resources. 



a. 




b. 

c. 

d. 
a. 
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Inter library Lou St^oiMlttee 

The interlibriry Loan Subcomittee, in exareinSng inter) Ibrary loan 
sarvScf within the state, Kas attempted to address several issues: the 
purpose of inter! ibrary loan services, the structure for the routing of 
requests, the standards to be appl ied to such service, and reimbursement 
for inter! ibrary iending. in discussing these difficult Issues, the 
subcoranlttee has attempted to provide a new framework for Interl Ibrary 
loan service, that will fully recognize Increased technological 
capabilities and be flexible enough- for use during the periods before 
and immediately after the Implementarion of the new network. 

ifie present New Jersey library network Is designed on a 
hierarchical basis. The local library, the primary library serving any 
user, sends its Interl ibrary loan rei|uests to the library designated as 
Its Area Library. The Area Library acts as intermediary between the 
Jocal library and the two Resource Libraries? The S. *.e Library and the 
Newark Public Library. These two Resource-Libraries plus Rutgers and 
Princeton University Library serve as the four Research Libraries and ^ 
supplement Interl Ibrary loan and other netn^ork activities on a referral 
basis. 

The network has been derating under a code that Is now eleven 
years old and predates OCLC, CLSI, and other location tools. Because 
access to previously unreachable collections Is now available to 
libraries on all levels, th« network has begun to modify Its structure 
with little direction from^^ny single source. While this may satisfy 
individual libraries, It Is Impossible to recommend that libraries 
establish whatever arrangement they find necessary to provide adequate 
interllbrary loan service. The State Library, Newark Public Library, 
and other libraries at the local or Area level have attei^ted to 
integrate the new capabilities into the old network framework. This 
approach has often worked but has, at the same time, built barriers to 
efficient and effective interl Ibrary loan service In New Jersey. 

Principles and Recoiandat ions 

I. Purpose - Each library should provide the resources^to meet the 

recurring needs of Its primary clientele, Interl ibrary loan Is an 
essential aspect of library service because no library can be 
expected to own all materials that are needed by Its clientele, 
tnterllbrary loan is an Integral pa r^t^ of collection development and 
planning, to be used In conjunction with the local library's 
efforts to develop and provide Its In-house resources. 

A. Participating libraries are encouraged to make interl ibrary 
\ V^'^ -Aerv I ces available to their clientele, as appropriate. 

^ B. Any type of library material needed for the purposes of 

Information, Instruction, recreation, research or study may be 
requested on loan or In photocopy from ar other library. The 
lending library has the privilege of deciding In each case 
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whether • parttcuUr Iteni ca.n be provldedf and whether the 
orfgrnel or a copy shoud be sent. These dec{$Ions will be 
determined by Che neture of the necerUt or other reasons 
specif I cell y indicated in. this agrceMent. it is recomended 
that Hm reas^s for not filling a requect be connunicated to 
the requesting 1 ibrary. --f 

C. The borrowing library owy request Materials which it owns but 
which are in circulation or are designated as reference. 

D. tending libraries will practice as unrestrictive an 

Interl ibrary loan policy as possible with due consideration to 
the interests of their primary clientele. 

E. The borrowing library will honor any limitations on use of 
materials imposed uy the lending library. 

F. Each particlpeting library will prepare a statement following 
a standard format of its own interl ibrary loan policies and 
procedures 'and will maice this statement ava iltble as 
appropriate. Comparable statements covering interllbrary 
cooperative arrangements on a local or regional level should 
also be made available as appropriate. 

6. Training and consulted ion on the provisions of this agreement, 
are essential and should be carried out in e systematic and 
ongoing fashion. These efforts are to be coordlneted at the 
networic 'level for all net%raric pert IdpanCs. 

Structure - The goel of Interl ibrary loan service fs to provide 
fast and efficient eccess to the widest range of materials. To 
make this possible, Hbriries need flexible protocol s *hlch will 
permit them the use of the optimum direct route toirfneterlals. The 
network should develop lecetlen tools end delivery services which 
facilitate the fullest use of resources In Hew Jersey. 

A. Libraries or igi net! rig. requests are not restricted in principle 
in their'choice of a lending institution. Recognizing that 
the means for obtaining necessary bibliographic information 
very ecross the state, the routing of specific Interl ibrary 
loan requests shell be determined by the availability of 
location tools in the origineting library^ A flexible system, 
of chenneling requests shall be used, as followss 

Track 1. The origineting library without bibliographic 
location tools In-house shall route its requests in 
accordance with prevailing agreements for directing such 
" requests through the existing network structure. (For 
example, through Area, Resource, Research, or contract 
' libraries.} 




Track 



ILL Subcommittee 

■ _ k 2. The originating library with access to 
FTbTTogr aph I c location tools and able to Identify one 
location for the Item may submit the request directly to 
that library. 

Track 3. Tht originating library with access to 
bfbl fograph!c location tools and able to identify 
multlpje locations for tha Item should use the optlnnim 
dlract route In forwarding tha request. Factors in 
determining the optimum direct route ares 

1. Geographic proxi^nlty 

2. Response time 

3* Document delivery 

4. Network funding of lending library to provide 
ILL service 

5« Specialties of lending library in relation to 
type of material being requested 

6« Costs or fees 

B« in addition to the netv^rk structure^ special agreements which 
exist to facilitate inter library cooperation on local and 
regional levels, such -as round robins and federations, are 
encouraged. 

C. in order to facilitate the mov^nent of interlibrary loan 
requests. Area, Resource, Research, and contract libraries 
shall have direct access to as wide a range of bibliographic 
location tools as. possible, such as NJL/NPL COM, OCLC, RLfN, 
KUC, NJULS, local union list, UCHP, and other electronic data 
files. 

D. The State Library and the Newark Public Library, In their 
roles as Resmirce LIL ar les, will continue to supply location 
infa^fmation when they (State Library and Newark) cannot fill 
the request, 

E» Area, Resource and Research Libraries participating in OCLC 
' and/or ifc+N are encouraged tc provide third party borrowing as 

appr^r rate. 

F. Reserves (iae*, holds) will not customarily be placed for 

/ interlibrary loan requests^ When the requested item is *Hn 

use'*, the interlibrary loan request will be tnarked as such and 
returned to the originating library* 

G. Network advisory boards shall monitor and review interlibrary 
loan requests for the purpose of assessing whether the choice 
of lending institutions and/or tracks Is consistent with the 
guidelines of this agreement « 

21 
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III. Standards - Performance standards and the coll act Ion of Information 
through the monitoring of Intorl Ibrary loan activity within the New 
Jarsoy Library NetMork are essential for the equitable and 
efficient provision of service. Statewide guidelines and standards 
covering, but not Umlted to, RinlmuiR response time for reporting 
on requests and for the delivery of material shall be established. 

A. The governing euthorlty of the network shall be the monitoring 
agency of Interl Ibrary loan activity. 

B. It Is recommended that £l 1 libraries participating In the 
network be required to follow protocols to obtain net%«ork 
services. 

G. Participating libraries shall be reqOlred to maintain data 
regarding Interl Ibrary loan activity and to supply such data 
when requested by the network. 



s. 



( 
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Reference Referral Subcommittee 
ItufTmcc Referral Strtkroiwl ttee 

The present network Is provf(^lng the residents of New Jersey wfth 
reference referral service. However ^ It has become apparent that the network, 
in addition to Its strengths, has weaknesses which need to be addressed. 

The Reference Referral Sufa-commi ttee offers the following outline of the 
strengths and weaknesses of the present^ network and makes recommendiit Ions for 
its improv^nent • These strengths^ weaknesses and recommendations are not listed 
in order of importance. 

STRENGTHS OF THE PRESENT REFERENCE REFERRAL NETVORK 

TO BE PRESERVED AND DEVELOPED 

1. Provides local patrons with access to the state's 
majof 1 1 brarV resources. ^ 

2. Provides a screening process which helps direct 
questions to the appropriate library* 

3. Encourages the development of strong Area Library 
collections reflective of local and area needs. 

^. Strengthens local libraries by offering them a way 
to provide needed information service at minimal 
direct cost to the patron. (See also ^*G*' under 
•%reAKNESSES.") 

WEAKNESSES OF THE PRESENT REFERENCE REFERRAL NETWORK 

WITH RECOKMENDATtONS FOR IMPROVEMENT 

A. QMALITY OF SERVICE UNDER THE PRESENT NETWORK VARIES CONSIDERABLY ACROSS 
THE STATE. . ^ 

RECOMMENDATIONS ^ 

^ 1. it is recommended that a standard reference referral form be 

developed which must be used at every level of the network. These 
forms should be provided by the network. 

2. It Is recommended that a reference procedures manual be developed to 
provide guidelines for participation in the network and to encourage 
consistent reference referral service throughout the state, 

3. It Is recomn^nded that the network should develop regularly 
scheduled workshops to train staff , to introduce new procedures^ and 
to help Insure quality reference referral service throughout the 
state. The State Library, Area Reference Librarians and Area 
Coordinators must become a vital part of this process. 

^ 
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B. CONTENT OF pC tEFCKENCC INQMIRY HAY •£ fNAOVERTENTtY CHANCED AS IT iS 
HlOGtSSEO THROIKH THE NTrWOIU. 

RECOHXgWOAHOW , 

k. It i$ rocoMMncted th«t It tM standtrd procedure for t patron's name 
and talapH^c nunbar to be part of all !nformatfon rafarral requests 
to be used as needed. 

C. REFEIICNCE KEFEdMi. SCKVICES ARE TOO StOlf. 

KgCOHMENPAtfoftS 

5. ft is recomaended that the goel for this service be to respond to a 
request within Ik hours of Its being pieced to Indicate Its status 
to the petrm and thereafter as appropriate. No request should 
reniain Inactive for a period longer then four working hours after 
receipt. In order to echieve this goal, library administrators and 
funding authorities should be made aware that speed Is. fnportant and 
may be costly. 

6. It Is i^omended that directories of New Jersey library resources, 
including special collections located in local libraries, bs 
complied and distributed to libraries to enable faster tocatfon of 
information. 

7. it Is recommended thet specific provision for adequete telephone 
service, including long distance calls, be included in the budgets 
of Aree, Resource and Reseerch LIbreries. 

8. tt is recommended thet Area Libraries tte encouraged to provide 
information through such computerized services as Dialog, 
information Banic, etc. it is further recoranended that the State 
Library, In cooperstion with Aree, Resource, end Research Libraries 
and/or the forthcoming regional networks, develop consistent 
policies and procedures for the provision of such services. 

3. it ii recGOMended that electronic information transfer facilities be 
encoureged and evet^tuelly required at Area Librarief to speed and 
' enhence i nformet IcAi hendling. 

0. HORIZONTAL COOFERATtON AMONC LIBRARIES IS NOT INaUDED IN THE PRESENT 
NETVORX STRUCTURE. 

Questions are funnel ed from the bottom up through the structure 
outlined in Figure 1, p. 5* This leek of horizontal cooperative 
mechenlsms creates heavier than necessary work loads at the Resoi^rce 
end Reseerch Libraries resulting In slower turn-eround time, less 
efficient use of resources and greater costs. Figure 2, p. tTf 
illustrates patterns of horlzbntal cooperation. 



-18- 



ERIC 



Figure 2 

New Jersey Library Network 



Are& "A* j Area "B' 




Horizontal Cooperation 

lypm 1: Aeong ;.ibrari«s in th« s«m« area. 

Typ« 2: Among local libraries in different areas. 

Typ« 3: Betw.en local libraries in one arts and a 
area library in anothar area. 

Type H: Becvaen area librariaa. 
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10. it Is rccoasMndtd that Ijnes of horizontal ^ommunlcat i-ons be . 
astabllshad through: - \ ^ 




maatlngs with staff mambars from adjoining areas. 




E. 



NETVORKINC STRUCTURE HAS BEEN IHSLIC LIBRARY ORIENTED. 

RECOMMENDATIONS 




11. it is recoMMnded that tha State Library develop an effective 
Information progran directed at non-public libraries pointing out 
the advantages of parti^piKion tn the netvrark. 

12. It Is racQiBBMndad that tha natMOfk develop and coordinate projects 
aimed at encouraging non-public library particfpat Ion. 



13. it is recQRmanded that academic, institutional, school and special 
libraries be encouraged to attend area maatings through the 
scheduling of some meetings after qormal school or business hours. 

14. it is reconmended that Area Coordlnatii^g Counc i K meet i ngs Include 
topics of interest to ail types of libraries. 



F. NO STATISTICAL STANOAROS EXIST FOR ACCOUNTABILITY AT ANY LEVEL OF NETWORK 
SERVICE. 



1S< ft Is recomMendcd that maasuraments be established and a sratlstlcal 
pacicage be developad to permit tha evaluation of reference referral 
servicas at each level & tha network, it is further recomtnandad 
that a eonnlttaa, formed frooi tha maiBbers of the Protocol Coffimittee, 
be established to work on this project. Tha services of an advisor 
In the field of statistics should be secured. 



RECOMMENDATION 
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NETWMK SERVICES NAY SEKVE TO REDUCE THE COMHITMENT Of RESOURCES AT THE 
LOCAL LiIrARY LEVEL. 

RECOMMENDATION 

16. it Is reconmended th«t minima) service and coHectlon standards be 
formuiated for pirticipation In the network. 

NO CONS I STENT STAFF rN8 OR BUDGETiNS STANDARDS EXIST FOR THE PROVISION OF 
REFERENCE REFERRAL SERVICES. 

17. it is reconmended thit specific staffing and budgeting requiransnts 
he written Into all Area and Resource contracts, it is further 
reconvnendcd that at least one librarian be available for reference 
referral j»ervlces for a minimum of 60 hours per weeic including 
evening and weekend hours. The schedule of hours of service in eacl. 
Area and Resource Library should be developed with consideration of 
the hours of libraries in its service area. , 

/ 

18. It Is recommended that specific staffing and budgeting requirements 
be written into each Research Library^ntract. It is further 
recommended that one person In each institution be assigned 
responsibility for coordinating networic services. 

INADEQUATE SERVICE AT THE RESOWtCE LIBRARY LEVEL EXISTS FOR LIBRARIES 
SERVED BY THE STATE LIBRARY. 

The State Library, whi'e serving the needs of the Legislature and 
State Government, lacks the collectl.n, subject specialists, and hours of 
service to adequately provide for the diversified information needs of 
the fictwork. 

RECOMMENDATION . 

19. ft Is recommended that the Newark Public Library be made the 
Statewide Resource Center and be given sufficient funds to enable It 
to carry out this role. 

«^ 

PROTOCOLS FOR USE OF THE NETWORK HAVE NOT SEEN ADEQUATELY DEFINED. 

< 

Some academic and special libraries bypass links in the Network 
going directly to Research Libraries, when either an Area Library or a 
Resource Library would be sufficient. 

Different Criteria are used by the Research and Resource Libraries 
for determining which requests are covered under the network contract. 
This has led to inappropriate uses of network services, as Research 
Libraries have often responded to inquiries which should have been more 
properly handled at other levels of the network. 
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^ RgCOHHENDATIOWS 

20. St is recotmended eh'«t reference referreT protocol s be developed. 

21. it is recoRM^flded Chet ell tibrerfes pert Ulpeting in the network be 
required to foilow protocols to obtein' network services. 

K. SIBJECT SPECIALTIES HAVE NOT BEEN DEFINED FOR RESEARCH IIBRARIES. 

This has led to Inapprsprlete uses of network services es Research 
LIbreries heve responded to Inquiries which should have been more 
properly handled et ether levels of the network. 

RECOHHEHDATIOH 

22. it is recoanended thet network responsibilities of the research 
libraries be defined In terms of their subject specialties. 



n 
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Pfiotocopy Strttcoiil ttee 



introductlcMi 

i 

The Photocopy Sub-conwil ttee was charged with examining photocopy services 
provided by the He^ Jersey Network. In early discussions it became evident that 
en examination of photocopy service without consideration of other services 

I ng -provided by the Network would be of Uniited value. Given this ! Imitation 
th« sub-cpo^itte^ compiled statistical and cost data about photocopy services as 
supplied by the Area, Resource ,ind Research Libraries In an effort to provide as 
accurate vd eofl^jlete a picture of Network pKbtocopy transactions and costs as 
possible. 

For the purposes of this Subconml ttee, photocopy service refers to those 
transactions presently subsidized t?y the Network. Practically, the data for 
non-network photocopy transactions Is not readily available. No single 
^clearing-house gathers suc.h data. However, the sub-conral ttee believes that non- 
network transactions constitute a significant percentage of the photocopy 
transactions occurring In the State each year. This matter Is addressed In our 
recommendations. 



The sub-committee began Its deliberations with the following statement 
as a given: 

PHOTOCOPY SERVICE iS NOT FREE. Photocopy service like FREE public 
libraries Is supported by tax revenue and costs noney. 

The sub-committee then considered the following two positions 
relating to photocopy service In light of the above statement. 

1. PHOTOCOPY SERVICE SHOULD CONTINUE TO BE A SUBSIDIZED 
SERVICE OF THE NEW JERSEY NETWORK. Photocopy, reference referral 
and Inter-library loan are services which are supported by the New 
Jersey Network because they are essential for the provision of 
adequate library service. Although photocopy s^^lce provides a 
physical produc* which Is retained by the end use? the paper copy 
- the cost of chls physical product Is negligible. The major cost 
component In provlc^lng any of these services (reference referral, 
lnterllbr*ry loan and photocopy) Is the labor cost. Since we do not 
charge the end user for labor costs associated with reference 
referral or Interllbrary loan services,, we should not charge for 
photocopy service. « 

2. PHOTOCOPY SERVICES SHOULD CEASE TO BE A SUBSIDIZED 
SERVICE OF THE NEW JERSEY NETWORK. Unlike other services provided 
to library patrons, photocopy se»*vlce provides the end users with a 
physical product to which they take possession. PrecBdent for 
charging for photocopy services exists. Libraries charge patrons 
for photocopy service. Billing mechanisms are In place at the 
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Research 4«v«l. As a result of these practices, photocopy service 
IS different fron referral and Inter! ibrary loan. It !S a potential 
area for cost recovery of NetMork services. 

The subcommittee has gathered information about the quantity and costs of 
present Network photocopy services and, based on this Information, calculated a 
cost estimate of the'total ataount of Network funding which is directly expended 
for photocopy service. The subcoiflKittee has also developed reconvnendat Ions for 
future Network funding of this service. 

Currf»nt New J«rs«y Photocopy Practice 

Photocopy service li subsidized et ail levels of the Network and is often 
provided without cnarge aniong 1 1brar ie^outslde the Network structure. 

1. 'Htesearch Library Centers are under contractual obligation with 
the State Library to provide photocopies to New Jersey non-profit 
libraries at no charge for the first twenty (20} exposures per 
request..." (N.J. State State ILL Code, 1973. 

2. "Area Libraries are under contractual obligation with the State 
LIbrery to provide photocopies at cost to all libraries In their \ 
service area." (N.J. State ILL Code, 1973.) MOST AREA LisRARIES^ 
PROVIDE PHOTOCOPY SERVICE AT NO CHARGE TO THEIR MEM8ER LIBRARIES; 

3. "Local public, schoor^ academic and special libraries should 
charge for photocopies' at ^ost as a service to other libraries 
participating in the code;^' (N.J. State ILL code, 1973.) LOCAL 
LIBRARY POLICIES VARY. 

The meaning of the term "AT COST" hes not been defined In terras of 
Network-provided photocopy service; however, the standard perception of the term 
appears to be the/^ost of the Jocal coin vending operation (usually $.10}.' 

Selected Exanples of Non-New Jersey Photocopy Practices 

California No chargis for the first twenty pages. No 

mechanism exists for charging for requests 
which exceed twenty pages. 

Florida No charge for photocopy services. No page 

restrictions apply. 

Maryland No charge for the first fifty (50) pages at 

\ five (5) backup libraries. 



New York ^ No charge for the first twenty-four (24} 

pages at twel\e (12) referri^ libraries. 
These I ibrarieV^are relmpursed at $2.50 for 
each request sear&ijedwTor each request 
which is filled they receive an additional 
$2,00. Each of thesr referral libraries also 
receives a block gr^^nt to provide this 
service. It was Indicated that these 
, reimbursement costs do not cover actual 
costs. 
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Currsfit Photocopy Statistics (1981) ^ 

Tables 1 and 2 {pages 28 and 29) list and summarize statistics relating 
to 1981 Network photocopy sarvica. These statistics were compiled at the New 
Jersey State Library from annual reports of Area, Research and Resource 
JIbrarlas. 

Because of a lack of standardization, the Photocopy Subcommittee Is aware 
that the following numbers may have resulted from different ways of counting the 
same Items. Recognizing this the \subcofflmi ttee has made two assumptions: 

1. The statistics as submitted by the Area, Research and Resource- 
libraries provide a rough estimate of photocopy activity in the New 
Jersey Network. 

2. The cost per photocopy transaction as developed by the Rutgers 
University Library and the Regional Medical Library Is an accura'te 
figure. That cost per request is $6.00 and Includes labor, materials and 
postage. 

SUNNARY OF AREA LIBIMRY STATISTICS 



- For 198t the 2Ci Area Libraries averaged 337 photocopy requests. 
This amounted to less than two requests per day. 

- pttrfng 1931 Arj^a Libraries filled an average of 19^ photocopy 
reque^s. This amounted to an average of less than one (t) fill per day 
per library. V^'Hed requests averaged eight (8) pages. 

- Eleven Area Libraries reported receiving fewer than two 
hundred requests ?n !98l, for an average number of requests of less than 
one (1) per day, 

- Only five (5) Area Libraries (19%) reported receiving more than 
five hundred (500) requfts In 198l. 

- Based on the total of 8,760 reported requests at the Area Library 
level and by using the $6.00 per request C'jst figure noted earlier, It is 
estimated that a total of $52,560 of the $1,9^3,^38 expended for Area 
services was spent on pho^copy services. 

This $52,560 represents LESS THAN 1% of the monies provided to the Area 
Libraries to provide Area services. 



SUNHARY OF RESOURCE /RESEARCH LIBRARY -STATIST ICS 



- During I98I there were 22,689 reported photocopy requests handled 
at this level of the Network. 

- Based on the $6.00 cost figure per request a total of $136,13^ was 
expended on the provision of photocopy service, 

* . 
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- Funding for R«SMrch/R«sourcc I«v9l Network services were provided 
in 1981 at the following levels: 



. Newark 

. State Library 



Resource Libraries 



777 *** 



Reseerch Libraries 



. Newark 

. Princeton 

. Rutgers 

. State Library 



82,525 
82,525 
82,525 

$520,599 



- Photocopy service represents approximately 26.1$ of this money. 

*** Of LSCA funds provided to the State Library each year, a portion is applied 
to improving services to the Network. An unspecified amount of this grant is 
applied to the provision of Resource services to the NetworU. 



CONBIMEO TOTALS 
AREA, RESCAKCH, RESOURCE LIBRARY 
raOTOCOPY EXPENOITURES 

- A total of $188,69^ was expended by the Network for the provision 
of "FREE" photocopy service. 

Based on a total aid figure of $2,46V,037.00 which Is provided 
for network services, 7.7t or LESS THAN lOt OF NETWORKING MONEY. IS 
SUPPORTING SUBSIDIZED PHOTOCOPY SERVICES. ) 

• 

While the $188,694 araount being used to subsidize photocopy Is 
a significant figure, for political and economic reasons It Is unlikely 
that this entire sum could be freed for the provision of other Network 
services. 

CjnclusloRS 

The following rscoeiMndat Ions of the photocopy subcomnilttee are 
based upon presently held perceptions as to the Importance of Network photocopy 
services. As the New Jersey library conMHinUy more clearly formulates goals and 
objectives for Netufork services a reexaaiinatlon of photocopy service In 
relationship to other services would be In order. 

During our discussions about Network photocopy practices the 
following question was ralseds 

What effect will a change In Network photocopy 
practices have on non-network entities? 



Photocopy Subconvn! ttee 



The concern was expressed thit If the Network ceased subs'idl.'Ing 
photocopy service, other libraries would follow suit. This might encourr-.ge 
other for-fee transactions. It Is a matter which needs further consideration. 

Recdanendat I ons ^ 

1. Area, Research and Resource Libraries should provide no-charge photocopy 
services jto the Network to a maximum of twenty (20) pages per filled 

. request. 

2. Photocopy services provided through Network subsidies should be provided 
to the Intermediate and end users at no charge. (There are libraries In 
the State which charge the end user for all photocopies received at the 
library whether they were received through subsidized Network mechanisms 
or not. This practice needs attention.) 

3. Based on the Input of the New Jersey library community, the State Library 
should develop clearly stated and prioritized goals and objectives of the 
New Jersey Network. ' 

3.1. A standardized method of gathering data on all Network 
activities should be developed and a consultant hired to 
work with a sub-committee of the Protocol Committee In 
the devel<^>ment of a cost/benefit model to enable the 
analysis of these activities- 

# 

3.2. With this prioritized statement of goals and objectives 
and standardized means of analyzing services being 
provided by the Network, the 1 Ibrary community would have 
available to It a rational means for the selection of -the 
services to be supported by the Network. 

4. The following additional statistics are recognized by the ph^ocopy 
subcoflinl ttee as being Important for the evaluation of photoc«fi5V service 
and should be collected by the State Librarys 

Accurate accounts of photocopy requests subsidized by the 
Network. 

k.2 Indication of the source of photocopy requests by type of 

1 Ibrary. 

k.l Different iatlon^at the State Library and the Newark 

Public Library of those photocopy transactions handled at 
the Research and Resource level. 

Non-network supported photocopy statistics, ^ 
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TASU I 



LiBfURY 



PHOTOWY STATISTICS 
MEA LflltAIIIES 
19i1 



REQSTS 
RCVO 



FiUED 



PASES 
SUPID 



AVG PCS 
PER RQST 



Atlantic City 
BlooMfleid 
Burl ingcon 
Cjmdon 
C«p« Nay 

Cumbarlind 
East Brunswick 
East Oranga 
Elizabeth 
Hackansack 

Huntardofi 
Jersey City 
L I ndan 
Nonmouth 
Morris 

Newark 
Ocean 

Patarsod 

Phinipsburg 
Plainf fcid 

R I dgewood 

Somerset 

Sussex 

Trenton 

Wayne 

Woodbr idge 



t,0*5 

52k 
k2\ 

225 

119 
135 

, 179 

0 

k2 
132 
1,424 



49 

83 
228 
224 

110 
224 
278 
631 
179 

97 



710 

336 
672 

429 

60 

55 
208 

81 
123 

71 

0 

in 

32 
128 
1,249 



22 
78 
125 
130 

95 
152 
277 
592 
161 

85 



4.716 
2,255 
1,672 
3,480 
5,507 

215 
985 
583 
1,350 
T,138 



^ 0 



682 

159 
924 

6,907 



186 
171 
603 
659 

385 
2,845 

632 
2,735 

743 

560 



6.64 
6.71 
2.49 
8.11 
91.78 

3.91 
4.74 
7.20 
10.98 
16.73 



6.14 

4.97 
7.22 

5.53 



8.45 
2.19 
4.82 
5.07 

4. 05 
18.72 
2.28 
4.62 
4.&1 

6.59 



TOTALS 



8,76(r 



5,982 



40,142 



6.71 
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TABLE 2 

PHOTOCOPY STASTiSTICS 
RESEARCH/KESQUKCE LIBRMIIES 

LIBRARY 41 REQSTS FILLED PAGES AVG PGS 

RCVO SUPPLIED PER RQST" 



Newark 


10,492 


9,556 


61,299 


6.41 


Princeton 


3,755 


2,863 


19,634 


6.86 


Rutgers 


7,253 


6,570 


56,594 


8.61 


State Library 


1,189 


641 


8,500 


13.26 


Totals 


22,SS9 


19,630 


146,027 


7.44 
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Statist res SubcoMiitt 



I: To standardizs counting of stit!st{c% at Research, Resource and Area 
lavel in 1^8^ in order to msasure network activity; to develop standards in 
198^1 and to begin to evaluate library service in 1985 using standardized 
statistics as one measiirement. 

The Subcomeittec has identified k areas in which networtc statistics should 
be standardized and coll acted: 



ft 



i . Reference 

^ I!. Inter! Ibrary Loan 

Mi. Bulte Loan ^ 
iV. Photocopy 

The foil owing report will outline, for each category, the types of statistics 
recommended and the frequency with which they should be collected, it Is 
important to bear in mind that this report deals only with networic activity, it 
does not address the issue of measuring a library's services to its own primary 
clientele, or its services to non-network (I.e. out of state) institutions. 

1 • Reference 

A. Definition: a REFERENCE TRANSAGTION is an inforiTial contact which 
involves the use, recomtMndation, interpretation, or instruction fn 
the use of one or more information sources, « or knowledge of such 
sources, by a member of the reference/ information staff. A question 
answered through utilization of information gained from previous 
consultation of such s<Hjrces is considered a reference transaction 
even if the source Is not consul te again. 

B. Statistics to be coilected at the Area Level; 

1. Requests in by point of origin: 

a. Research Libraries (New Jersey State Library, Newark Public 
Library, Rutgers University, Princeton University) 

b. Other. Area L4brarie5 

c. Public libraries (within Areai non-Area) 

d. School libraries { " " ") 

e. Special libraries ( " " ") 

f. Academic iibrari^ ^ " " 

g. institutional 1 ibrar i«» ( " ') 

(libraries for petients or Inmates of an Institution) 

The^e requests ere to be counted by a statistically valid 
sampi ing method. 

2. Disposition of requests: 

a. FILLED - material provided, question answered, etc. 

Notes when librarian has determined that there J_s no answer 
to a question, that is in Itself an answer and should be 
counted as filled. 
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b. REFERRED * request has been forwarded to another Instftution 

and has left librarian's control. 

c. LOCATED - J nations for material or information have been 

provTdtfd to requesting library. 
, d. REJECTED - request has been returned «fithout processing, 
e. UNFILLED request has been raturnedi information or 
nMterial not obtained. 

C. Notes s 

1. Interllbrary loan requests not verified become reference 
questions. When standaard vt^rf float ion tools such as BIP, CEi 
end OCLC do not yield a verification and farther bibliographic 
work Is neededt the request should be considered a reference 
question. 

2. Photocopy provided In answer to a question is not to be 
considered a photocopy request; nor Is it to be counted out as an 
ILL when It came In as a reference question. 

3. Subject requests are considered to be reference questions, not > 
ILL rtquesis. 

4. Loan of books or materials which a reference librarian elects to 
supply In answer to a question Is recorded as a filled reference 
question, rather. then en Interllbrary loan. 

D, Questions not resolved by the Subcownl ttees 

U How should an Area Library handle the Identification of anonymous 
callers? Presumably most librarians calling In v^utd identify 
themselves--? 

2. Aree Libraries get heavy use from walk-* In patrons because of 
their Area status. Should this traffic be counted somehow as 
network activity? 

11, Interllbrary Loan 



/ 



A. Def Inf tloni an tNTEH.r«IARY LOAM TRAHSAC^IOH Is a specific 

•uthor/title requ«st for Hbriry mate^fil, with the expectition that 
the Inltlatfng library must return the Item that has been requested. 
(See Notes below for clir If fcatfon of photocopy provided In lieu of 
i tern. 1 

8. Statistics to be collected at the Area Level t 
1. Requests In by point of origins 

a. Research Libraries 

b. Other Area Libraries A 

c. Public libraries (within Areaj non-Area) 

d. School libraries ( " " ") 

e. Special libraries { " " ") 

f. Academic libraries ( " " ") 

g. Institutional libraries ( " ") 

(libraries for patients or Inmates of an institution) 
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Th«s« rcqucfti art to b« counctd by a statistical ly valid 
•anpiini} iMthod. 

2. OfsposUlon of r«quttstss 

a. FILLEO - MtarUl provided. 

b. REFERAEO • raqiMSt has bean forvrardad to ancthar Institution 

and has l«f| Ubrarlan's controf. 

c. lOCA'^O - locations for matarial or Information hava baan 

provldod to r«;uastlnf library. 

d. REJECTED - raquast has boan raturnad without procasslng. 
a. UMFiLLEO - raquast has boan raturnod; information or 

matariai not obtainod. 

C. Notes i 

1. Librarias should maka avary attampt to varify raquasts before 
foriMrding tham. This is part of tha iUL procass. Only whan 
standard varifleation tools do not yield a citation and further 
Mork is r^uirad by a librarian does tha raquast becoice a 
ffmrK\c9 raquast rather than an ILL. ^ 

2. An auttrar/titia raquast which will accept a substitute for a 
specific titi«» if unfilled for tha specific title is counted as 
two transact ions—raceived/unfi lied for ILL and 

rec«ivad/{ disposition) for reference. 

3. Photocopy supplied in lieu of a loan is still an ILL transaction 
and not a photocopy request. 

0. Questions not resolved by tha Subcomwi tteos 

1. At this point it is not possible to capture intsrlibrary loan 
requests between acadanir. ilbrariasf perhaps this activity c«n be 
measured at a later data. 

2. Should colleges and universities on OCLC go first to libraries 
funded for network service (i.e. Research Centers) before going 
on to other suppliers? If so, should the Protocols Committee 
recommandetlon for TracK 3 requests be amended to ilTrhide this 
factors "network-funded 1 1 brer I es"? 

3. When a Research Canter Is the only verified location fn-stats, a 
borrowing library should be able to go direct. 

Bulk Loan 

A. Def ini tlont lULK^LQANS are multiple volume requests in special 
subjects supplied by the Area Library to librarias in Its area. 

< 

B. Statistics to be collected at the Area level t 
t . Requests In 

2. Disposition of requests: 

a. FILLED 

(1) no. of books sient 

b. REFERRED 

c. • UHFILLED 
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C. Notes: 



1 



2. 



SubJ«ct requests, (e.g. "3 books on. 
reference! end should be counted es 



ere 

such. 



not bulk loans but 



Forelgn-lenguege requests for specific titles (when title is 
known in the lenguege) ere fnterlibrery loens. When verification 
is required to translate title, it becomes e reference question. 
General requests for books in a foreign language are bulk loans. 

IV. Photocopy 

A. Definition.' A PHOTOCOPY request is a specific request for photocopy 
of a particular itere, with the expectation that the requesting library 
or the patron may keep the copy. ^ 

S, Statistics to be -collected at the Area level; 
I. Requests In by point of origins 

a. Research Libraries ^ 

b. Other Area Libraries 

c. Public Libraries (within Aree: non-Area 

d. School libraries ( " 

e. Special libraries ( " 

f. Academic libraries (" 

g. institUtionel I ibreries ( 



ii 
II 



II 
II 



These requests are to be counted by^e statistically valid 
san^ling method. ' 



2. 



Disposition of requests: 
a. 1 FILLED - material provided. 

REFERRED - request hes been forwarded to another institution 

and has left librarian's control. 
LOCATED - locations for material or infomiation have been 

provided to requesting library. ' 
REJECTED - requst has been returned without processing. 
UNFILLED - request has been returned; information or 
material not obtained. 



b. 



d. 
e. 



C. Notes; 

1. Photocopy which a reference librarian elects to supply In answer 
to a question Is counted as reference, not as a photocopy 
request. 

2. Photocopy suppl led in lieu of a loan Is still r,f\ ILL transaction 
9id not a photocc^y request. 

In further deliberations, the Statistics Subcommittee discussed the long- 
range goal of measuring the success of the network. This can be done by looking 
at the statistics collected and by surveying librarians and users about the 
level of satisfaction with the service provided. It was noted that even with a 
good statistical program In place, measuring non-public library activities would 
be very difficult. The best thet can be hoped for is a relatively good picture 
of State-funded activities. 
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The Subcommittee feets strongly that statistics ere only a means to an end? 
that what is important in the long run is the effectiveness of the network. 
Statistics can show what activities are occurring; they can help In establishing 
standards for servicei they can provide a means of accountability; and they can 
demonstrate a need for funding. For these reasons the Subcommi ttee recommends 
implementing a uniform statistics-collecting procedure In ]$Bk, At the same 
time standards of service should begin to be developed, with evaluation of 
network services beginning in 1985< 
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Proeedurss SubcoMiIttte 



The Procedures Subcammittee of the NJ Library Network Protoco! Conmitttee 
was formed In January 1983 and charged with producing a procedure manual for 
state-wide reference cefarral and Interl Ibrary lo«n. In October 1983 a draft 
was completed for review by the Protocol Connlttee. (A copy of the draft 
foH ^5.) 

In the preparation of the draft the Subcommittee was greatly assisted by 
staff menders of the New Jersey State Library and the Newirk Publfc Library, who 
were generous both In consulting with the Subconml ttee and In undertaking 
^writing assignments for the project. 

^reparation of the Mmiel 

The Subcommittee proceeded by developing an outline of topics to be covered 
and asking Individuals to draft statement;i and procedures on these topics* 

The work of the Subcommittee wa^ reviewed 3t several meetings of the 
Protocol Committee throughout the course of 1983, both In the form of written 
drafts of portions of the manual and In the form of requests for dccis' *^s on 
specific procedural points raised by the Subcprml ttee. 

Among the new network features introduced In the Reference Referral part of 
the manual wefe; 

/Specific goals for rttopnst time 

i . 

Quldel\nes for gathering Information needed by the referral 
I Ibrary v . ^ 

Oi rect . acces^i to Research Centers where appropriate 

The Inter library Loan and Phctocopy portion Incorporated; 

-r ^ Direct acces: approach when a single location Is known 

Optimum direwc route when several locations are known 

More direct control by the Initiating library 

location service at the State Library 

and eliminated the round robin at the Resource/Research Centers level. 

After preparing a ntwtber of preliminary drafts, the Subcommittee became 
'convinced that the document had become an overly cun^ersome one because of the 
variety of procedures that had to be outlined for each type of library (I.e., 
public and institutional, academic, special). Although some of the differences 
in access to the Network had been resolved In policy decisions made earlier by 
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tht Protocol CoBoUtM, •nough rmln«d to wamnt the wrftlfg of^subsect Ions 
for each type of library at a nisBbftr of point* In th« nwnual. 

To mJnImlza this compUxlty and to encouraga -use of the docunrdrit as a 
working manual, the Subcoaial ttee determined that It would be best to Issu- two 
or possibly three different documents, either s^paratfcly or under one cover, 
each written for a sp«clf Ic type of network p* ciclpant. 

Having made this decision, the Subcomm^ J— went on to produce a draft 
manual for public and Institutional llbrar' i which was Intended to be i model 
for the development of manuals for other f,jir,a of libraries. 

This draft, which was distributed tj the Protocol Cowmlttee In November 
t9S3, was not a congruous, polished de^;j»ent. It was made up of se^nts 
produced by various writers **o concentrated on content rather than on achieving 
a particular style, or a consistent voice. It did not Include directory-type 
information, although the Subcommittee felt that such information .would need to 
be Included as appendices in any finished document. 

Review of th« draft 

The draft was reviewed by the Protocol Conraittcs at a meeting held on 
Novembei^ 3, 1983, when It was generally agreed that it should be accepted as a 
prototype manual and recommended for adoption as such to the State Librarian, 
with two provisos; 

(1) One major procedural point must be resolved before the manual can be 
adopted. During its discussions, the Committee ws unable to reach 
consensus on whether or not to incorporate linear I end I ng strings aad 
status reports into the procedure for ILL requests which are 
transmitted by mail. These feature are available to users of 
electronic ILL systems, such as OCLC, and their presence In the manual 
referral process is viewed as a means of providing equivalent service 
to users that do not have access to an electronic systen. 

^ As it is now written, the manual proposes that the borrowing library 

retain direct control over requests submitted by mall through all 
cycles, with the responding library replying directly to the borrowing 
library rather than forwarding the request to another Institution. 
The procedure was developed In response to criticism of the current 
system in which tht borrowing library has little Information about the 
progress of a request and cannot evaluate its progress and intervene 
In the process when circumstances regarding the request change. 

(2) The draft should have additional editorial work to clarify and refine 
technical points, to provide a preamble and appendices, and to develop 
standard forms for various procedures before It Is adopted as a 
working document. Given the uncertainties of some features of the new 
MJ Network, the committee recommended that this work be deUyed until 

a more appropriate time. 
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The specific editorial changes noted during the November 3 meeting are 
given below: 

1. A pre«nble In which changes In the procedures are highlighted is 
highly desirable. 

2. The title page should clearly establish the audience for which the 
document Is Intended {e.g», A manual for-publlc libraries). 

3. Descriptive captions should be used liberally and should be 
Incorporated In an Index. 

4. On th^ General Reference and Referral Form, reconsider the 
advisability of listing patron sources (see scope note for '^Sources 
already checked*'}. 

5. In Introducing the sample referral forms In the reference referral 
procedures, note that the sauries contain suggested information and 
are not intended to be exhaustive. 



r 



The Referral Process^ 1.1.1, line k. Revise to read: Samples 
illustrating the use of these forms.... 



6. The Referral Process, 1.1.2. Provide a sample of the other type of 
subject request, that Is, a request for a list of books on a subject, 

8. The Referral Process, 1.2. 4 and 1.3.1. Resolve what seems to be a 
contradiction between these two items on Aho decides when it Is 
appropriate to go back to lKs patron. ^ 

9. Ill and Photocopy Procedures, 1.1, line Revise to read; After the 
procedure for verification has been followed, any such item can be 
requested... 

10. iLL and Photocopy Procedures, 2. Refer to the handling of subject 
requests in this section. 

11. ILL and Photocopy Procedures 5.1 and 5.2. Change the instruction 
regarding mailing labels to Indicate that i nc! usion of a mailing label 
i s obi igatory . 

The review by the Protocol Committee at the November 3 meeting was not an 
exhaustive one, and It was generally agreed that a thorough revision by an 
editor or an editorial committee was needed in order to transform the draft, 
which was the product of many hands\ into a consistent, harmonious document* 

4 
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Add! t fowl ll«cg— widatlon of thm Full Co—itteg 

I. Th« flMans for providing officfont int«rl iiirary foan «nd reforence referral 
sorvices should be finencleily supported by th* network structure. Every 
effort should be nede to avoid charging fees to network menibers. A 
mechani sn Should b« established to Identify those sitiiations that create an 
inibaience oryi burden for specific network part ici pants. 

A. It is recoweended that tha State Library develop uniform and reliable 
^methods of collactlng data to help establish future funding patterns 

for network activities. 

• 

B. This data should be coiepiled systematically and reviewed by a funding 
sub-comittee which should consider the following major issues: 

1. The desirabiiity of a single statewide reimbursement schedule. 

2. The need for establishing relmburs«nent on a per trensactlon 
basis. 

3* The desirability of tying actual reimbursement to performance 
standards. 

4. The need to reimburse consistently all net lenders. ^ 

5. The means for measuring costs to all levels In order to maintain 
a cost-effective network. 

6. The funding of delivery services. 

} OMiausioii 

The Protocol Committee strongly supports the provision of the best possible 
library service to the residents of the State of New Jersey and urges the State 
Librarian to Ifnplement these recommendations as quickly as possible* 
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NEW JERSEY LIBRARY NETWORK 
REFERENCE REFERRAL PROCEEMmES 

If a reference question cannot be answered using local resources It should be 
referred to another library In the network. Normally, a public (non-Area, non- 
Resource), school and Institutional library refers Its references questions to 
Its designated Area Library. Following are sections explaining the referral 
process and the referral patterns, 

1. Tm REFERRAL PROCESS 

1.1 Preparing information for a reference referral, 

1.1.1 Preparing the forms. 

During thfe reference interview, use the General Reference and 
Referral Form or the Art Reference Referral Form if It is more 
appropriate as a guide in gathering information that will be 
needed in the referral process. Samples of these forms with 
guidelines for completing them appear on the following pages, f 
addition, samples illustrating the use of the General Reference 
and Referral form In the following subject areas are provided: 
Music, Auto Repair, Biographies, How-to-do-1 t. Quotes ^nd Poems. 

1.1.2 Hand! fng subject requests. 

Avoid turning requests for information on a subject Into 
interl ibrary loan requests for specific titles. Use the General 
Reference and Referral Form to gather information on the level 
and amount of material required and its use. Handle the request 
as a reference referral. 

1.2 Conveying the question. 

1.2t1 Whenever possible, forward questions through the network by 
telephone or, other electronic transfer method. 

1,2.2 To ensure that network referral service is made available, 
begin a referral telephone call by stating your nam^ the name o 
the library you are calling from, and when appl Icabfe, the name 
of the library that referred you. 

K2.3 Because ijt is sometimes necessary for the referral library 
to clarify the question with the patron, always include patron 
^ information when referring the quest Ion. 

1.2.4 Advise the risferral library whether the response is to be 
made directly to the patron or to the originating library, 

1.2.5 When telephone or other electronic transfer method is not 
feasible, because of the nature of the question, the nature of 
the background information that must be conveyed, or other facts 
complete a reference referral form and forward 
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- It through the mail to the appropriate referral library. 
See Section 2 REFERRAL PAHERNS. 

U3 Responding to the^estlon* 

t.3.1. The referral library will convey the answer back to the 
originating library, or when deemed appropriate by both 
libraries, to the patron by telephone or other electronic ^ 
* transfer process. it 

1,3.2 If the response is made directly to the patron by telephone; 
the referral library will notify the originating library of 
the action taken. 

1-3.3 the question Is not answered within one working day, the 

referral library will report by telephone or other 
electronic transfer nwthod to the originating library on the 
status of the question. 

Follow-up on the referral 

1.4.1 if a status report or answer has not been received within 
two working days, the originating library may telephone the 
referral library for a report. 

1.4.2 if the answer, or the material received, does not satisfy 
the patron's needs, discuss the question with the patron to 
clarify the question before calling the referral library 

aga i n . 

2. REFERRAL PATTERN 

2.1 General description. 

2.1.1 Specific reference r^f^rra] patterns have been established 
fn order to providt* a structured yet flexible network. The 
system is designed to utilize as efficiently and as fully as^ 
possible the resources and staff expertise of those 
libraries in the network which have contracted with the 

State to provJde reference referral service. 

2.1.2 The Network reference referral service patterns described 
here are not Intended to replace any existing agreements 
between individual libraries or groups of libraries for 
reference service, nor are they intended to discourage the 
Initiation of such agreements. 

2.1.3 Libraries using referral methods and routes other than the 
ones outlined here should be aware that their questions may 
not be handled by the referral library as Network referrals 
unless a prior agreement exists between the libraries In 
question. 
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2.2 Public {non-Area, non-Resource), School, and Institutional Library 
Referral Pattern 

2.2.1 Refer questions to your designated Area Library. (See 
Appendix — of this manual for a list of Area Libraries and 
nKinicipallties they serve.) 

2.2.2 If the Area Library cannot answer the question or judges 
that another library Is the most appropriate one for dealing 
with the question, it will normally contact the second 
referral library on behalf of the originating library. 
While It Is the obligation of the* Area Library to refer the 
questions In this manner, In unusual ci rciwistances, both 
libraries may agree that the originating library should 
contact the second referral 1 Ibrary directly. 

2.3 Area Library Referral Pattern 

2.3.1 Area Libraries refer questions to their designated Resource 
Center and, when appropriate, to specially designated Special 
Reference Services (See Appendix — of this manual for 
Information on the Resource Centers and the subject spec I j1 ties 
of the Special Reference Services.) 

2.3.2 For additional advice on selecting an appropriate referral 
library, Area Libraries may call their designated Resource 
Centers. 

2A Resource Center Referral Pattern 

Resource Centers refer questions to Area Library, the other Resource 
Centers, the Research Centers, and to the specially des I gnate<t Special 
Reference Services. (See Appendix — of this manual for information 
on Area Libraries, Resource Centers, Research Centers, and the subject 
specialities of the Special Reference Services.) 

3. COMPUTER DATABASE SEARCHING 

The suitability of using a database on an individual question will be 
determined by the librarian or subject specialist working on the question., 
its use will be considered along with any other reference sources used. In 
view of the cost Involved In using on-line services, a decision to limit 
searches as necessary may also be considered. 

A direct request for computer database searches can be satlsffed through 
referral to libraries offering fee-based service. These libraries may be 
contacted directly for further information on the availability of service 
and an estimate of costs. Consult Appendix for a list of fee-based 
computer services available through libraries In the state. 
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k. SUBJECT REQMESTS 

A rifquest for gertisral Information on any given subject Is a reference 
question, in t^e past, subject requests have been encumbered by suggest! 
specific titles from Bocrics In Print. This delays the request since other 
books may answer a subject request as well or better. 

Therefore, It Is strongly urged that you do HOT use Books in Print to 
formulate a subject request. ^ f 
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R£OU€STt><G {NSTlTUTtON: 



CONTACT: 



RfFfSiRAi. LJSRARy SHOULD MOT I FY: 



fefQUEST 



O^STION: 



»^ DID MTTtON >€m OR Rf>© ABOUT TWIS? 



US£; 



DATE: 



Addr««i 



Bwt tiMv to r**cn; 



SOURCES AUiEAOy CHECKED: 




50t«C£5 CHEOCED 



«FreRRCO TO- 



OOMPimED BY: 



DATE AND TIME f^pORTIO 8ACX: 
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ANNOTATED SAMPLE 



SfNCKAl HIFEIUNCS AND I^FCWIAl rOI^ 



OCAOtfNC DAT!: 



CONTACT: 



mONC: 



{wsTi-nrrtnN ami patt^ tf^ORWTiON 



ll£FfWAL LIIKAIIY SHOULD NQTirT: 
P%irQt% 



ififtf fusion 



FATim INFQRHATfON: 



ti acfci ^ ft Is lOMvtlMM mcm%%Mry 
to d(teuss or ciarlfy m quottfon 
mifh ffm p«tron, thl« InfonMtfon 



QUESTION: (tn fuiioit tofw poMibi«, ftsto patrtti't roquet,} 



SOURCES ACKADT CHECXEDs 

<tlif any iounaM p«tnon H«s eftodi«d. 
If ttiti 4|UMf Ion fi to to rmfmrrm^ 
Uot onr ntfof^vnoo •ouron In 
addition .to abovo which you h«vo 
wood.) 



HHPIf DtO ^ATNQN HEiMI OR NM WXIT TMIS7 



cDfd patron ooa It In « Mtoaslnor too ft on TV; fwar It fr 
■o w oi i> olio? NfioiY^jhofYp In «fiat oontovt, ate?) 



LEVfL AMD AKX/NT OF INFORH/^TION i!EaU$R£D AM3 ITS INTENDED US£; 

I'ihmf 9roda iovoi; If It for m adult or chlLd{ vlU lAfomatlOR 
bo uood to vrlto « papor or bufid a^Mthinf?) 



oisrosiTiow 



SOKXS 0«OC£Dj 


ANSUCHi 




(LI at roforonoa tools, agbjoct aopraadw, 
poroonti oontacta. ate,) 


(Llat aourea fra Hhleh an« 


MOT It fOMnd« ) 


NCFfHRIC TOj 






(List othof Inatltutlon If quaation haa baon 
naforroOs (nelMda contact fiana and phono 
nuiAor at tttfs fnatrtvtfon,) 


OOP^UTID tYt Ifntof ypur na"«a.^ 










(Any fvrthof action botuvan you and tf^ 
pmiiw or tfio nafomi Inatltvtion sheyid bo 
notod haro.J 


QATf AK? TIME NETOmD lAOCt 
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ART IDENTIFICATION FORM 

Nuie of Librarian: DaCe: 
Organization (Library): 

Pat r on * s name : Te lephone : 

NOTE : Libraries are not authorized to give financial appraisals. 
Appraising is a business for profesaional experts* 

1. Artist 

2. Title 3. Date of execution 

4. Is work signed or dated by artist? (or by the maker if a decorative 
art piece). 

Give exact inscription; 

If a print: is the work signed and numbered? 

4a* *Any known biographical info^about artist? 

/ 

5. Any information on back of franie or on base of the sculpcure or decora- 
tive piece. , 

6« Medium: (If mixed media, please indicate the various techniques.) 

7« Dimensions: Height x Width 

If sculpture: Height x Width x Depth 

8. Description: 

a. What is the subject: 

b. Style and period. (Primitive, impressionist, realist, abstract; 
19th century, 20th century, etc.) 

8a. Any biographical info, about subject of the work if a portrait, 
notable place, historical event, association item, etc. 



9 • Provenance . 

Where and when was the work acquired? ' 

If inherited^ how long has it been owned by the inquirer? 

iC. Please send photo if available (Polaroid or other photo copy is of great 
value in searching data.) 

lU What does th€ patt;on specifically want to know regarding this work? 

m 

12, Sources checked: 



MUSIC AND SONGS - SAW=1E 
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OATCj 



WgUISTSM INSTItirriQN: 



iw<nrfT!fTt(>< AMP ^AT1K»< ^wfy^iny; 



G3WT/ICTt 



WCTRAt LIMlilY SHOULD MOTtFT: 
fitron 



Instltutfon 



•••t tilt* toWtcft:^ 




Q«t« •rIttM or ip9ftti«it# tiM song *m popMiar* 
TyM of Mies pooulor, ciMSlMl, roilglous, irpMMy 

Art !«f iM Mn9/pi«tod mg^ If knoM^ « 

Wiat of MtorUl Is noododf uortss only, vorcM and 
piano leoro^ ofc. 



010 ►CjW CX «AD /«0UT T>IIS7 



sounos ALxmr dcqcp: 



OtyOStTIQW 



vxmas cMfoccDs 



Q^TI AlC TIME tEPORTlD'SACXj 
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-AUTO REPAIR - SAMPLE 



G£N£RAi RCrERCNCE MiD REFERRAL FOR?- 



DATE: 



LIBRARIAN: 



REOuESTtNG iNSTinjTlOHr 



RfFfRRAi KBRAST SHOULD NOTIFY: 
Pafron 



I«1T I tut ion 



PATRON INFORHATION: 



Bm%1 tfm» to r««cfi: 



RE0U€5T 



QUESTIONS 



provide: Y»#r, UMifacturttr M rMb«r of ^,«ftlcU. <S«rl«t 

fW. e«n 0« htflpfui for fctenti f Icit fcxi w>«fT Fvd*i no, *nd/or 
YMr If uiiitnoifii,) 

of cyilFwrs And s[2« of tnglnp: 6-243; fvfM of vnofnc* 



SOUF^S AtAEAOT CHECKED: 

CPlMM fmii us what edit Ions of 
•OMrevs — pirticwiarly imxjiis — 



Tomage ($f v«^!el« Is « truck:^ 



Stytlng^lckup, van, Ught jJwty or i^yy duty Hf v»Mci« 
IB « trucfc). 

Tran^wlgslo n wanu^t; autonatfc; 3,4, or 5 «i>;«d 
lndlcaT# If |ta« to rap^lrad Is original 0qu:pmant or nof . 
*€R£ 010 PATRON HEAA OR ABOUT THIS? 



.EVEL AND AKXJNT OF INFORHATIG?^ REQUIRED ANO rTS INTHNOCD USE:' 

nf ^jAfroo hMs irtdicatad that InfonMflon for previous y«ir$ w^ii sufffc. 
^or i»v«r«i dlfr«r«fit noOal i«rlaf, or {defitlcal for 2-3 y«ars, ) 



^R£Mr^OEH: Tn« majority of rtp»lr 
wiiX4ais oc not circulst*.} 



OlSPOSlTlOi 



SOURCES OCCXED: 



REFERRED TO: 



FOtLOw-UP JCTESi 



COVETED BT: 



DATE ANO TIME REPORTED SACXj 
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BIOGRAPHIES - SAMPLE 



COfiTACT: 



ini' Hut io<^ 



and try to *«rffy fh« ip»4llftg. 



Indicate \f fhm pw^on Is Mill Urf«fl or, If th^ person Is 
imirc«t» tti* f\m pmrloc In vHien n» or sn« tfvo^j. 
Mhy ls/«M t^o lnd(vldl»4l r>njj|T 
wr>«t is/i»A» tfi» pATton'f occupation? 

wt*at ls/»«s tfi» nationvi or affmle afcJ^rjro*^ of tho porson? 



wti«t typ« of InfonMf lo" It 
biographical infonMtfo/^ or ! 



•CK^rMa* Birth ^t«, brf«f 
th Aatrrrai? 



DATir 



!HfC3RMATlON; 



Sogf t,. ^ to rMcn: 



SCXiRCES AmtAPY CMECK£D: 



*€RC DfO MTTON ^€AR OR AiOUT THIS? 



;.£V£L AND AMOJNT OF I NiFORH^T ^ON REQUIRED ITS INTENOED ; 



QtSTOSITION 



ANSUCH: 
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HOW-TfW)0-fT • SWLE 



G£^€«AL REFERENCE REFERS Ai FORM 



OEAOLINC DATE; 



DATE: 



fiEOUfSTlNG INSTnOiTiON: 



CONTACT: 



Ifi^TlTLlTfQN ANLD PATRON { NFQRMAT ION 



REFERRAL LIBRAHY SHOULD MOTIFY: 
Patron 



*»HONE: 



t nit I fgf Ion 



PA7??0N iriFORMATlON; 



AddrMS: 



BMt tlm» to rwMCh: 



V- 



f?E(X€5T 



0«f Inlt on of «h«t 9itrw mmnft tq mm, i,|th u fuii « ckMcrfptlon u 
posiibU Hf^iMte • pictuf* If nm«i«rY}. PImm pmvlte spKlfSc 
<*»taili on what an lt«« If or dom If It Is uneoMon or <Mf tjy « csy»- 



SOURCES ALREADY CHECXO): 



taDacity dr tria irodttng ISotm for a cfttTrf; 2*fori trailer i. 

Hat«r(ais to tw um0. 

Hesp# or c-*rs«rci«i ^uia anoductfon* 

C^n patron «or« from diagram or pichir«s7' 

U patron lnf«rMt«d In Irifonaatloo afiwut klra avail^ia? 

Ar» Inttnictlona nmomd on tp«etflc ar#aa <ua« of a(tfi9fl««t* sta 
t>«ndln9 of «oodl? 



i**i^^C D:D ?*TR0« hear or read ABOUT TWIST 



LEVEL A«3 AMOUNT OT IWrORH^TlQN REQUfRED ITS INTEtOED USE: 

Lm^mk of mxpmri\%m Cnt>mr\mfK»c$ aiactrlcian; ptf^lnnln^ can>*itarn 
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orsrosiTioN 



SOURaS DCCXED; 



REFERRED TO: 



FOLl»i-JP MOTES J 



COMPLETED 8V: 



DATE AND TJME J^F^RTED BACKt 
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OCAOliNC DATE: 



QUOTES AND POEMS - SAMPLE 

GINIRAI ifFERlNCE AND *IOTWUl FORM 



DATE: 



^fOUCSTlNG INSTlTVTlONi 



WCTRAt LliHAHY SHOULO WTirf: 



CONTACT: 



Institution 



INQUEST 



QUESTfONt 



<$Mfm uws fnanfcaityf is th« pom i^rioys or cbiiIc? 
Sour^: Old your pMffW hoor 
rMMOsr«tf frov €til44 



^slbl» Author: If your patfioii g{«M you aiiy 

authssr's Idonf Ity, pimmm msi thw on. 



At! 



uoo this on TV? It It Mivfhifig 
/quos sof M to tf« 



pwit. MAro tSHcrlptSvo Informttion sight b« <Mcocs«rv Qmnmrmil^ 



UVfl VC AKX^V OF INFORH^TION *«QUIHED VC fT5 INTr>«D USE: 



PATP^ fMFOMATlON: 



Adcsrosss 



Sost tSiw to rMCfi: 



SCUfCCS AkXmr CHEOCED: 

«sy tfiliih of •cJdItlonat sutojoct 

a piM to start, A^idltion to 
iouroM Airmt^ c^tockadt sudj«ef 
^^■•dli»gf^4^io uMd lojisi hoipful 
to kfm'to ivol^ dyolJcatlon. 



DlSPOSITtON 



50Uia5 0€OCED; 



WfJWED TO: 



FOLLOK-UP NOTES: 



AMSWEK; 



CATI VC TIME J«FCHTEO EAOC: 
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PART IV 



HEW JERSEY 11 BRARY WETORK 
IMTERLtSRARY UOAH 
AND 
PHOTOCOPY 



PROCEDURES 



Draft, November 3f t9S3 
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f 

Draft, November 3f t983 

N» JEXSEY LIBRARY NETVOftK 
lU AHO raOTdCOfY mCEOUKES 

1. What ctn be requested 

1.1 Scope ^ 

1.2 Alternetlvcs to ILL 

1.3 SubjMt requests 

1.4 Itens (lissfng or' In use at the borrowing library 

1.5 Photocopy requests 

2. interviewing the patron 

3. Verifying the request 

k. Where to submit the request 

4.1 General 

4.2 initial selection of a lending library 

4.3 Resubmitting an unfilled request 

4.4 Using the Location Service 

5« Preparing requests 

5.1 ALA loan form 

5^2 ALA photocopy form 

5.3 MAC print-out 

5.4 OCLC requests 

5.5 Rush requests 

6. Network Referral Form 

7. Observing the copyright law 

7.1 Fair use 

7.2 Additional rights granted in Section 108 

7.3 Restrictions on systematic reproduction 

8. Responding to requests 

5.1 Loan pol icy 

8.2 Where to send material and responses 

3.3 Response time 

8.4 Negative responses 



ERIC 
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ILL Procedures 



NEII JERSEY LiSJUWY NETWQIIK 
iU mi PHOTOCOPY PKOCEDURESf 

1. WHAT CAN BE REQUESTED 

1.1 Scop< 

it Is «ssuiMd that every library wH I provide for the recurring needs 
of it^ patrons by building the local collection to meet those needs. 
There are occasions, however, tirfien a need arises for which materia! 
--cenxiot* b^ supplied frua the collection. Any such Iteih after 
verification In a standard bibliography, can be requested on 
Interllbrary loan or as a photocopy from another library in the New 
Jersey Network. ^ 

1.2 Alternatives to IU. 

The borrowing library should bear in mlnd^ that If the Item that is 
requested constitutes reference material or is likely to be in heavy 
us^ at the lending Institution, the chances for a successful ILL 
transaction are very slim. Avtoid subnlttlng such requests,- unless 
prior agreements with ot(|er -libraries cover the Tending of this type 
of material, so that efforts of staff engaged in ILL ac-^ivlty 
throughout the state can be concentrated on ILL reqoests that can be 
successfi^l ly filled. Alternatives such as <Ni-site use of reference 
materials at 'another library, local purchase of material, and 
photoc'bpy, should bfll dIscOssed with the pittron in such Instances. 

1.3 Subject r«wsts 

If the patron can use any material in a certain language or subject, 
or at a particular reading level, the matter should te treated 
initially as a reference request. See Instruction under: Reference 
referral: subject requests .. 

1.% Items missing or In use at ^he borrowing Tl'brary 

* Locaily owned }t«ns that are missing, In use by another patron (who 

does not respond to a recall notice within a reasonable length of 
time), or otherwise not available or accessible to the patron, may be 
requested on Interllbrary loan. 

1 .5 Photocopy requests 

When the ^terial needed by the patron Is a portion of a larger work, 
such as a chapter in a book, or an article in a newspaper or 
periodical, a request for a photocopy may be more practical than a 
request for a loan of t^a^ material . The choice Is governed by whether 
or not the material is likely to be non-circulating at the lending 
* institution (e.g., periodicals and newspapers, reference works) and 

whether the request conforms to copyright law (See Section 7 for 
guidance In this area). 

t 

The procedure for handling both photocopy and ILL requests \% 
described fn Sect?on 4, Where to Su^it RequestSe 
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Protocol ComiUtM 



Sine* • eh«rg4 fo« tlw photocopy My b« Incur rod, d«p«nd{nfi on eh« 
txttftt of tho iMtsrIal nMd«d «nd th« f««s of tho library fllltng tho 
roqtMst, th« qMStton of payownt should bo discussed with tho patron 
at tho t\m Ch« raquost Is Inltlatod. 

2. INTEJCtflCUilffi TIC MTRON 

Bafora Initialing an tntarllbrary loan, talk to tha patron If posslbla to 
clarify tha following polntsi 

-Ooaa tho patron nood tho spoelfic tltla, or ' Infonaatlon or a topic? 
-What Is tho potron's doadi Ino (aftar which tho Infonaatlon Is of no 
uaa)f 

-What Is tho MaxIwM aiaount tha patron Is willing to pay (If thora Is 

a chargo)7 / 

-Whora did tha patron hoar about tho tltlo? 

3. VEHIFYINC THE KEQjUEST 

Whan you hava docldod that an Inter library loan or photocopy request Is the 
best answer to your patron's need, che first step Is to, verify the fullness 
and accuracy of the citation In avall^le reference tools, if you cannot 
verify the ItM, laake a note of the sources ehedced so^you can Include this 
Information when you are preparing the request. (See 5* Prwarinq 
requests ) . 

k. mSM TO SUMIT THE RCQUEST 

^,1 Coneral 

if the reference toots In your library yield no tnforaatlon about 
which library or libraries own the Material you need for your patron, 
» subsilt your request to your area library. The aree library staff will 
search for this ownership InfonaetiM {kne^m as "location 
Infonaatlon") end forward the request to e potential supplier. The 
paregraphs that follow, under H.2t fnitlal s«IoetIoa ^ a lending 
Ubrery, outline this process In greater detail and provide for.___^ 
Instances In which you do have location tnfonsttfon avai^lable locally. 

The procedures In this manual are Intended to cover requests submitted 
to libraries In the NJ Library Network. While It Is desirable to 
a^theust the local networic before turning elsewhere, there are 
clrcunstances under which a NJ library may decide tP submit a request 
directly to an out-of-state llbrery. For example. If the available 
loeetton tools have not Identified any NJ location, the request may be 
directed to an out-of-state library Immediately. 

For Infonsetlon on submitting requests to an out-of-state library see 
the national ILL pode and relevant information sources on procedures, 
cost, etc., or consult either your area library staff or your resource 
1 ibrery staff. 



« 
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^.2 Inttiel —[•ction of a Iti4lnq llbrTv 

Se!ecfc!on of « potentlel lending Ubrsry depends on the location 
Infornetibn available to the borrowing library. The borrowing library 
niay proceed along one of the three tracks described below, depending 
on whether It has two or more locations to choose from, only one 
location, or no locations. 

- Two or taore New Jersey locations are Identified 

When more than Of^e NJ location is Identified, the borrowing library 
should choose the <H>tl<euB direct route In selecting the first library 
to which to submit the request or In setting up a lender string on an 
OCLC ILL subsystem request. Factors such as geographic proximity, 
local document, delivery networks, Joint participation In electronic 
ILL systems or local ILL retworksi as well as past performance of the 
lender, will influence this choice. Other factors influencing the 
decision may be fees* the number of requests previously submitted to 
the lender, and the specialties of the lending library in relation to 
the type of material being requested. 

All other things being equal, libraries under contract to the State to 
provide ILL service to the NJ Networic should be chosen in preferjence 
to other institutions. 

- O ne New Jersey location is identified 

Wh|n only one NJ location is confirmed through the available location 
^tgoH, the request should be sent directly to that library. ^ 

- No New Jersey locations are known \ 

if you have an out-of-state location, you may send^he request 
directly to that library, if you do not choosy t^send the request to 
an out-of-state location, send the request ta yo^r area library. 

The area 1 lbrary.j#i 1 1 fill the request If poMible but If it cannot 
fin It or find any appropriate location information,* It will submit 
the/request to the Location Service at the New Jersey State Library. 

If the ares library finds a Nev; Jersey location (or locations), It 
records the Information on the request form and. If appi^djrr late, 
forwards the request on behalf of the borrowing llbrary,4o that 
J* location. ' 

• 

If only out-of-state locations are found the area 1 Ibrary may either 
forward the request to one of the locations on behalf of the borrowing 
library or return the request to the borrowing library. In the latter 
Instance the borrowing library may send the request to one of the out- 
of-state locations or may submit the request to the Location Service 
at the State Library for an exhaustive search for locations. (See 
section k.k for information on the Location Service.) 



*Area libraries who do not have direct access to ftS^Jor location tools, such as 
OCLC, will arrange with their Resource Library to have appropriate searching 
carried out as part of this process. 




-61- 



ERIC 



63 



Protocol COMRUtM 



t 



Mo locatfoni v known 

Send th« request to your crot library. 



The arM library will fill tha request If possible but If U cannot 
fll! It or find any appropriate location InforaMtlon,* It will submit 
the reouast to the Location Service at the Jersey State Library. 



If the Area Library finds location Infonsatlon It proceeds as above 
under tfa Hew Jersey loeetlons are known. 

*.3 f» filled reoiieat 

i^ the [ibrery to wHoM tite request Is sent or rsfsrred cannot fill It, 
that library returns the request to the borrowinf library. 

As the borrowing llbrery, you nay decide to pursue the request further 
by sendinf It, In turn, to other known locatlon(s) until the request 
li filled. If the request Is beln§ sent by mall a new ALA form must 
be typed each tlM the request Is subwltted to another library. 

When you have exhausted all known loletl^s, subwit the request to ; 
your erea library for additional location Information If you have not ^■ 
already done so. 

If your request hes already been processed by your area library, 
subMtt It directly to the Location Service for a further search for 
locations. (Sae sectloil^ for Information ows^the Location Service.) 

in either case be sure to Include a network Keferral Form (WF) If you 
owl I the request to the Locetloo Service. The HRF should Indicate the 
location tools seerched and the libraries to which the request has 
already been submitted and their responses. (See section 6 for more 
Information on the Network Referral Form.) 

k,k Using the Location Srvlce , , . 

The Location Service at the New Jersey State Library is a last resort 
for finding location information. Consult all location too s 
available locally, and follow the procedures outlined In 3 shove 

before contacting the Location Service. 

You may submit requests by mail -In the form of ALA forms or MAC/COM 
print outs, or you may phone in your requests. 

If you submit by mail* Include an NRF indicating *irfiether or not the 
request is to be forwerded. The NRF should also note locations 
previously' tried end the results. 

If you submit requests by phone, please llelt your request to no more 
than six per day. Exceptions to this rule will be considered on an 
individual basis. 



*See footnote, page 61 • 
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- Book Location Service: 

Lending Service* (609) 292-6248 
New Jersey State Library 
Ids W. State Street 
Trenton, NJ 08625*0520 

- Periodical and Conference Proceedings Location Service; 

Reference Referral Office (609) 292-6282 
New Jersey State Library 
185 W. State Street 

Trenton, NJ 08625-^:20 

When a request Is submitted to the Location Service, the State Library 
holdings are checked and the request Is filled If the material Is owned end 
eval lable« 

if the material I s ' not available, the Location Service identifies locations 
through a seerch of approp'-iate bibliographic data bases and tools. 

I 

The information Is reported beck by phone or mall, depending on how the 
request was^ortginally submitted. In the case of ALA forms, the request" 
will be forwarded to a known NJ location If you have Indicated this choice 
on the NRF, v. 

5. PREPARING REQUESTS 



5.1 ALA Inter library Loan Fone ' ■ ^ 

This form has been des I gned to allow space for ill Information 
necessary to Identify any specific bibl lographic record. Its format 
Is flexible enough to permit requests for nontradl tlonal Items as 
well. The key to effective use of this form is accurate Information,* 
properly inserted. 

Requests should always be neatly typed, one title Jer -form. The last 
sheet (Copy D) Is your record of the transaction and should be 
retained for your files. '-^ - 

A mailing label should always be Included as a courtesy to the lending 



NOTE: Since locations are now automatXcal ly provided, t>ie instruction 



1 i brary. 



"LOCATE" is no longer necessary. 




A properly con^leted form should Include the following informations 
(number's refer to sample on page 68.) 



1. Date of request. This Ik the date It was typed. 




deadline. If no/ie, write "NWA Indefinite.' 
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roMrvo \f tho lending library icccpti rciorv* 
roquMts. 

"Oo not rofor." If you do not want your roquost forwarded 
b«^d tha Araa library, nota this t nit ruction on tha 
forai. Ordlfiarffy th* Araa Library will forward my 
roquast It cannot fill. 

"Juvantla." If a book Is known to ba a ehlldranU titia, 
you should nota this fact. It Is halpful to tha Stata 
Library staff If tha raqua.st Is forwarM thara. 

'*ftexeost.** To avoid unaxpaetod chargas for shipping and 

handling of photo^y In llau of tha Itam, Indleata tha 
naxlwia cost you (or your patron) ara willing to pay. 



Othar. This spaea laay ba usad for othar spaelal notaa, such 
as **MIsslng at Rutgars.*' 

k. Call nuibar. If you know tha landing library's call nunbar, 
writa It In this spaea. 

5. forrowing I Ibrary naM and addraaa. Supply, tha nana and conplata 
mailing addrass of tha library to which tha book should ba sont. 

6. Patron InforMtion. fill In If you find this usaful. 



7. Author. This Is tha main antry by which tha I tarn Is eatalogad. 
If It Is a parsiMial nama, Includa tha full Information, last n 
first. Corporata Kithors should ba spallad out In tha format In 
which thay would fipmmr In a catalog. 

8. TItla. Tha titia should ba as full and eorract as posslblt. 
Also Includa In this spaca tha plaea of publication, publlshar's 
naoA, publication (or copyrlrht) data, and aditlon. If known, in 
tha easa of a govarnmant doeumant, tha Suparlntandant of 
DocMiantsCSuOoe) numbar may ba Insartad hara as wall. 

5. Edition raquastad. If only tfw spaclfic adit Ion stated in space 
#8 Is eceeptable, d)|ck tha box marked *ThIs edition only." 

10. Vmrlflad In (or Item eltmd In). Indleata tha bibliographic 

source In whl^^ t1^ book was listed, Including volume, year, and 
page, or iO nuabar If verified In a database. Some standard 
sources of verification Includes 
Books In Print (SIP) 
CumuIatlvaTook Index (C8I) 
itata LibraryAowark COM catalog (MJL/)»»L C(m) 

oac 

American Book Publishing Record (BPR) 

Ratlonai Un I oh Catalog 7i?gl 
if the book cannot ba verified In the standard bibliographic 
tools that your library owns, note which sources you have 
checked. EXAHPLEi BIP 1983 - o; OaC -o. tMTEi Th« borrowing 

ERIC 



ILL Procedures 



• tlbrary «utt iBdUace the source of the citation If no 
verlflcittofT was found. EXAHPLEt "Cited on dust jeckej^of book 
WlqhtuEJIght, by seme author, copyright 1953." 

11. Lending library naaM end eddrns- ^^en submitting e request to a 
known loeetlon other than your Area Library, fill In the full 
nm.end address of the lending l^ff^ary here. Otherwise, leave 
this space blenk. 

12. Authorized by. The request should be signed legibly by a 
librarian or staff maniber who 1$ authorized to request loans, in 
esse of any problem, the lending library will know whom to 
c(Mitact. 

ALA Photodupllcetlon Requ^t /one. 

You may request photocopy on' either e standard^ALA Interlibrery loen 
request form or en KLA photodupllcetlon order form. The latter, 
eeslly recognizable by its /^ue top sheet, is sped fi cell y designed 
for photocopy requests. Vf^lchever. form Is used', req^^sts should be 
neetly typed, one title or *journel article per form. The last copy is 
your record of the transaction. 

A ntailing label should always be Included. 

A properly completed #orm should include the following information; 
(Numbers refer to semple on pege 69.) 

1. Dete of request. This is the date it wes typed. 

2. Order No. Some libraries use a numerical system to keep track of 
requests sent or received. Fill in if you find useful. 

3. Requesting library naaie and eddress. Supply the name and 
complete mailing address of the library to which the photocopy 
should be sent. " ^ 

k. Patron Infoneetlon. Fill In If you find this useful . 

5. Author, or periodical titls. When you request photocopy from a 
periodical, use this space for the periodical title, the volume 
and the date of the i'isue needed. Avoid using an abbrev later' 
title whenever possible, if a journal is known by an initial Ism, 
indicate the full name after the initials in parentheses. NOTEs 
if you cenn<:Lit find "-it an abbrey:lated title stands for, use the 
abbreviation. Do not guess at the full title. 

When you are requesting photocopy from a book, this space for 
the mein entry of the work as a wholes that Is, the author's 
nAme (last name first), or the corporate entry under wMch the 
Hm would be cetaloged. 

6. Title. For periodlcels, fill fn the euthor of the article (if 
eny), the title of the article, and the inclusive paging If 
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known. In tiM e«t« of « rmnp^pmr artleU, b« surt to Ineludo 
th% p«9« Md eeiuMR In w^Ieh th« artleU appccrr; Whon %Hm 
f«qu«st !s for • foctton of « book, b« surt to g£v« th« tttU of 
th« book ftrst, «nd tNtn tho luthor of tho oxcerpt (If dffftront 
fraM tho ivalft «itry}, ehaptor title (If •ppHcablo) and {ncluslvo 
(Mgfng. Pubtfshor md dato of publ feat Ion sKould also ba 
■ Includad. 

7. Varif f«d In (or Itaa cftad fn). Both tha titia of tha ^^rfodteal 
and tha artlcia should ba varfffad wiianavar possfbla. If tha 
. art Ida was el tad in a standard Indax, nbta tbm vol uaa and paga 
of tha Indaii} otharwfsa, Indleata your patron's sourea of 
(nfonaatlon. Tha parlodfoat tftia Itialf My ba varlffad in such 
toureas ass 

Union List of SarialsjUlS) 
liaw Sariai Titlas 



Naw Jarsav Union tist of Sarlals (NJULS) P" 
Ulrich's intamatidnal Pariodicals Ofractory 

8. location soiN'i^. If you hava locatad tha Journal at a particular 
library^ you should indleata in this spaea mhara y^ found that 
location. EXAHPUt NJULS - EBPL. 



9. 



Typa of copy daalrad. Tha tanss "photoprint" and '"jard copy" 
rmfmr to a pmpmr print of -tha raquastad natarfaii "mlcr^of lln'* to 
a copy oMda on fills or ficha. indleata your prafaranea; 



10. Cost. To avoid utiaxpactad photocopy ehargas or dalays In fining 
tha raquasty indleata tha Maxlflwii amount you (or your patron} ara 
wi 1 1 ing to pay. 



11. Supplying library nasw and addrass. Whan submitting a raquast to 
a known location othar than your Araa Library, fill In tha full 
nana and addrass of tha landing library hara. Otharwisa, lasva 
this spfca blank. 

12. Copyright cosiptlanca. If your raquast falls within tha CONTU" 
guidallnas, chack' tha box niarkad "108 (g)(2) Suldallnas (CCG)." 
ff ona of tha othar provisions 6f tha law, such as "fair usa," 
appUas, chack tha b<3tx tsarkad '*Othar provisions of copyright law 
(CCL)." <Saa Sactlon 7, Observing tha Copyright iw, for a 
discussion of thasa two options.) NOtEs it Is not lagal for a 

. library to honor a photocopy raquast unlass copyright eoMpllanca 
is Indlcatad. 

13- Autherlzod by.. Tha raquast should ba signad laglbly, by t 

librarian or staff OMobar who Is authorlzad to raquast photocopy. 

5.3 >WC Printout 

Evary Araa Library has a nlcrof Ilisad copy of Its Rasourca Cantar's 
card catalog, rafarrad to as tha MAC (KIcro-Autooiatad Cktalog). Tha 
MAC is ^>datad with a nicrdf Icha supploaant That Includai both 
Rasourca Cantars' naw acquisitions Intarfllad togathar. This fIcha 
supplaoiant Is callad tha NJL/NPL COM Catalog. 
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Printouts may be made from either the MAC or the COM and used as 
Interlibrary loan requests to the Resource Centers. Printouts will 
not be forwarded beyond the Resource Centers unless an ALA form is 
attached. You must hiclude: 

(Numbers refer to samples on page 70 and 71.) 

1. Your library's name and address. 

2. Date cf r^^u^st. 

3. "Not wantew after" (NWA) date. 

k. "Reserve." If the book is In circulation, and you are willing to 
wait uncfl It Is retjrned, you may ask for a reserve If the 
lending library accepts reserve requests. 

5. Mailing label. 

Printouts must be legible. If several entries appear on one printout, 
the one being requested must be clearly identified. 

Printouts will not be forwarded or located beyond the Resource Centers 
unless an ALA form Is filled out and attached. 

5.^ QCLC Requests 

When you are using the OCLC ILL subsystem and have more than one 
location, follow the procedure outlined In Section ^.2. 

5.5 "Rush" telephone requests 

Some libraries wi 1 1 accept "rush" ILL requests by telephone. See 
Appendix for library pol Icies on this subject. {NOTE: This Appeno i x 
has not been compi led. ) 




ri 



301.412 
Mor 



Your Library Na&e 
Street Address 
P.O. Box # 
City, State, Zip 



A 

KQUBf 



IRvQim. ter □ LOAN or Q PHOTOCOPY 

[ / rwatn^ te th» ktitWiraiY Loan Cod* 

SENTBY: Q L»r«iy.i&i p ' 

jCliMBM t .inM.YMf tor $ 

jD«Ms«n| ^ 

PUP 



Dir. 




for uMof 

Boo* Miihorrofi: |Mdodic7tolt.|o(. Md iteio 

. ® Korgan, Robin 

'f««l«??J"* .^^'^ P«rion«l chronicle of a 

te»iniat. N.Y., Random, 1977 ^ oi a 

V«ili«ih,:o«:n^dl«Hn qBI 1977 » 1fi9o® 
I88N. orMSN. or LC 0, OCLC. w ottir'nu^ « 
If non-circutaiing. i eotJ dots no« o^caod t 



RilTHiCTiOMy; □ for UM in Kbrory only 
la Copying not parinHiod O ' 



[ not sent BECAUSE! C . us« 

L Nol Owned 
jO Non Circulaling 

{□floquMlof 



..ptccMMipfilyaMlcrotiim □Hardeofiy 



[EtUmMod Cost ol; DlyUefoNlm 

aHafdoopy 

BORROWJNGUB^ 

lOaltFecelvad 



® 



a ^00(9) (it QuMMrwi (GCQf AUT^IOdlZEO . 



|Di4«ftlurnod 

IByO LiNar/miaO 

jPoilsge 

{•neiftsad f ^ InKtrod for S 




RENgWAlS: 
[R«nMr«dlo _ 



JO No remswafi 



(oif firricid of im^^tm^} 



LIBRARY^PHOTODUPLICATION ORDER FORM ^^^^^^-^^'^^^^-^^^-^^ 



Cftit no. 



Fof use ol 



Wf of raqutit: 2 / 3 / g^^rdf not (Raqutif f t) glsr 12^^ ^uppflef's) 



,© 



Your Library Narae 
Street Address 
P.O. Box # 
City, ^Sfcite,, Zip 

Pe tersenCi) 



St«tui 



Dept. 



AUTHOR (or (Nodical lilta. vol., & yaif) 

® HARPER'S BAZAAR , vol. U4, Dec. 1979 
^Lflwllh author a pages loi {Mriodlcal arlksiaaj (Jncr. adilksn. place & dale) Q This edition 

6) Greenberg, E. & M. "Christmas cheers: ^'^'-v. 
Italian wines for holiday drinking." p. 40+ 

Verified In (of t ource of relefoiweJncluding vouime. yew and (N^es) _^ 

'°""°"?SS" R"der0uide 1979-80, p. 1521; NJUL^. 

REOUESfCH Micfofllm X) PHotopflnf □ Olhef 

PROCEED IF ORDER DOES NOT EXCEED S.JL.0i?J?rSpeclal loslrucllons: 



i 
S 



Supplying Library ' s Name 
Street Address 
P.O. Box # 
City, State, Zip 



® 




AUTHORIZED BY: 



Re<;u9tfl complios wHh 

lOUg) (2) OifWf WHM rCCO) ^ aNi^";r,i, ; — 

12^ 




TRANSACTION 



.Reported by 



□ REQUEST CANCELLED BECAUSE : 

□ >lol owned by Libiery. 

□ PuWtetlion not yet recelviKf 

□ File it InccHni^lGte. 

□ Olher: 

□ REQUEST WtLL BE OEUYED 
BECAUSE; 

□ Need eddittontl informitfon: 

□ Pfeesff wify ycnif reference. 

□ In uif /At Wndery. □ Mitslng 

□ HoM/Seirch placed. 

□ Pteose roquesf egeln. 

□ Olher: 

□ COST ESTIMATE H EREWtTM FOR: 

MtefofHm $ 

Photc^rfnt $ 

□ Ptease do NOT pey In idvence 

REQUESTER'S AUTHORIZ. TO 

□ PROCEED. 

□ CANCEL 



(Signature) 

□ COMPLETED WOnX ENCLOSED. 
' □ Imotoe itteched. 
U Do NOT pay imm invoiced 
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SanpU, MAC prfntout 



four Library Hmm 
Sfr—f Address 
PO Box 

City, St«t«, Zip 



a> 



6/17/83 




NWA: 9/17/83 



PLS. RESEHVE 




'jjrwSrlf JAoajl tralB. [by) Guy R. I 
iilicis. Putaan rif70l , ^ 



li 

eoX*} 

Bibliography: p. 245. 




OK 
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Sample. NJL/NPL COM Catalog prtntout 



Your Library Name 
Street Address 
PO Box 

City, State, Zip 



® 



6/17/83 



NWA: 9/17/83 



Please Reserve 



® 




ifSf .^g^ •75"***» # •! «• *u 

MU.. UCNMi B. 

LUs tta Ukr»i^tiM(t wCU^Utlan wtMpiMy / k« 

fif-MMMt SCNMI •( Lfkranr k«Mf, inf. il Ul . 2t 
022 Mi •^^^ 



1. HI if Hal 



•mi sir.ot M»i 
ji, ifit- 



iisti sfA.tn Mi 



HKUf . IMS _ 

1. »irm, I. Till*. 
«M St|.2 Na( 



IMtJl 421.S Cl^ 



UK* «AM KCMINfiS 



Ml 

Uh In ^ 
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6. . NETWORK REFEMUU. FQIM (NRF) 

This form ts a i«t of Instructions to th« Location Sarvfea at tha Hmn 
Jarsay Stata library. It indleatas tha axtant of saarehlng to ba dona and the 
routing tha raquast Is to follow, tt is also a raport back to tha borrowing 
library. (Thii font Is not nacassa.ry for phonad or alactronlcal 1y transnlttad 
ra^uasts.) 

6.1 Whan to uaa thta forw 

This feria My pm attachad to a raquast by althar tha borrowing library 
or tha Araa Library whans 

a. No locations hava baan found for tha tltla aftar a saarch of 
all bibliographic tools at tha Araa laval (Including OQLC); 
or wlian 

b. all ai^roprlata locations hava baan triad without succass. 
in thasa casas tha borrowing library or tha Araa Library may forvfard 
tha raquast to tha Locatl^ Sarvica at tha Naw Jarsay State Library 
for an exhaustive location saerch. 

6.2 How to uaa this fof 

1. Attach a Network Referral Form to aech request that you are 
mailing to tha Location Service. 

2; Note In the section marked "Location Tools Checked" al! s(Mjrces 
that have already baen searched, e.g. oa.C, NJULS. 

3. Note In tha. section merked locations triad and responses" all 
libraries to which the request has already been sent, and tha 
responses ricaivad. EXAIIPLEs '*NPL - m/sslng; BER - In clrc." 

^. Check the option that you would like tha Location Service to 
pursue. If you went your request forvwrded to any NJ Location 
found, check this option, if you are willing to have your 
request forwarded Mit of stata, cheek tha second option. If you 
want locations only, check the third optlon'and tha Location 
Service will return the request to you with a list of tha 
locations found. 
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NETViORK REFEI^RAL FORM 
This s<etfon for uf by tKBrrowlna library 
Locatron tools cn«ck«d: 



Locations tr l«d and r#tpofis«S: 



/ tnstructfOPis to Locatfoo S«rvlc»: 

^ F orward to « MJ llbrarv If iocation found 

j^ orward to a >^ or out-of-«t«f# Ubrcrv 
^ •tum to Sorrowing library with locations 

This sactfon for usm by Location S>rvietf 
^ ' ' 



OT«R: 



IOCS: 



Ntott to supplying Llbraryt If you cannot fill this r»Qu«st,^l#as« raturn 
<t fo th« originating ilbriry. 
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7. QtSEKVINC THE COPYRIOiT LAW 

On January t, 1978, th« now U.S. copyright low went fnto effect.* Thfs 
discussion will bo UiBltod to two of Its provisions that are especially relevant 
to Intarllbfar^ photocopying. Sections 107 Md 108, and to tho COMTU Guidelines. 

NOTE 8 This discussion U Intended as a general guide to the 
provIsloosoTSectlons 107 «nd 109 only- 't Is In no way to be considered a 
legal Interpretation of the copyright Taw, nor Is It an exhaustive con . I ieratlon 
of all Its provisions. Librarians are referred to the law Itself and to legal 
counsel for further guidance. 

7.1 Fair u— (Soctlon 10?) 

/teat copyln5*''^one by IlbrarUs directly for patrons or Indirectly 
through Inter library loan Is covered by the provisions In Section t07, which 
preserves the rlong-esCabl Ished Judicial doctrine of "fair use." Under Section 
107, reproduction of copyrighted inaterlal 

' for purposes such as critic Ism, comment,, news reporting, 
teaching (Including leultlple copies for classroon use), 
scl-iOlarshlp, or research, Is not an Infringement of copyright. 
In detemlnlng whether thf use nude of a work In any A 
particular case Is a fair use the factors to be considered \ 
shall Include— ^ 

(1) The purpose and character of the use, Including 
whether such use Is of a coraoerclal nature or 
Is for nonprofit educational purposes; 

(2) the nature of the copyrighted worki 

(3) the amount and substantiality of the portion used 
In relation the copyrighted work as a whole; and 

ik) the effect of the use upon the potential market 
for or value of the copyrighted work- 

When a photocopy request falls under this provision, ft Is In 
compliance with the copyright law ("CCL") and should be so Identified on the 
request form. (See 5.2, ALA Photodupl Icat Ion Form, Ite-^ #12.) 

7.2 Additional Klghts Crantod In Soetl^tOS 

Section 108 of the copyright law grants libraries addltlfinal rights to 
reproduction of copyrighted materials beyond the "fair use" provisions of 
Section 107. 

For those libraries meeting the criteria defined for Section 108, the 
additional rights Include reproduction of archival material for the purposes of 
preservation and security, or for deposit In another library for research use 



*U.S. Copyright Law of 1976, Title 17, U.S.C. (1977). 

« 
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(r08{b)); and reproduction to replace lost or damaged works that are not 
obtainable at a fair pri^e (108(c)). Subsections (d) and (e) allow, ur^der 
certain conditions, the reproduction ofan article or small excerpt, or an 
entire work or substantial portion If^the I t«n is out of print anu cannot be 
obtained at a fair price. 



7.3 Restrictions on Systquatfc Rteproductton 

Much of the confusion surrounding the copyright law In its relation to 
libraries comas from Section 108(g) (2), This provision states that the rights 
of reproduction descibed In Section lOB (d) do not extend, to cases where the 
library, or archives, or Its employee.. • 

engages In the systematic reproduction or distribution of 
single or multipla copies or phono^records of materia! described 
In subsection (d)| provlded » that nothing In this clause 
prevents a library or archives from participating In 
Interlibrary arranganents that do not have, as their purpose 
or effect, that the library or archives receiving such copies 
or phonorecordi^ for distribution does so In such aggregate 
quantities as to substitute for a subscription to or purchase 
of such work. 

The difficulty of defining such ^*aggregate quantities*' of copying as 
to substitute for outright subscription or purchase led tp the development of 
the 'XONTU Guidelines'^ (named for the National Commission on New Technological 
Uses of Copyrighted Works). These guidelines are Intef^ded only as a workable 
definition of, and guide to, Section IO8 (g) (2), and are subject to judicial 
Interpretation. 

The rule of thumb presented In the CONTU Guidelines states that a 
library should not, within one year, request more than five articles published 
within the past five years I?f any one journal. If the articles were published 
more than five years before the date of the request, the Guidelines do not 

apply. 

fn the case of a book, no ntore than five requests should be made for 
photocopy from any one book over the entire period in which it Is protected by 

copyright. 

Requests that comply with the restrictions of Section IOS (g) (2) and 
the Guidelines should be so identified on the request form. ^ (see Sec." 5.2, ALA 
Photodupllcat I on Form, item #12.) 

NOTE I A request that does not fall within, the provisions of Section 
108 may still come under the ''fair use^* provision of Section 107» If It does 
not fit in either category, nor any of the others defined in other sections of 
the law, the requestor should apply to the copyright holder for permission to 
copy the material • . 
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8. itESPONOINC TO REQjUESTS 

8.t Loan policy ^ 

Within th« friMMwork of the loan policy established by your library it 
ft desirable to be as liberal as possible In decisions on Interllbrary 
loans. Whenever possible consider the nature of the material, Its 
physical condition, and local use on a case by case basis rather than 
denying loans of whole ^jroups or types of mater I els. 

Consider supplying a phcecopy when a loan of the material Is not 
feasible. 

8.2 Wtiere to eend ■eterlel end responses 

if yoti cen supply the iseterlal, send It directly to the library that 
originated the request. 

If you ere unable to fill' the request send your response directly to 
.the library that originated the request. 

8.3 1Usponse« t\mm 

Respond to the request es soon es possible. A normal time frame Is 
considered to be four working days. 

Do not hold the request If the material Is In circulation or otherwise 
not InsMdlatety available unless you have been asked specifically to 
''reserve" the title end It Is your policy to eccept reserves. 

8.^ Neqetlve responses 

if there Is not a block on the At<A form thet states cleerly the reason 
why you cannot supply the meterlal, spell out your response In as full 
and clear a fashion as possible, e.g., "Hissing efter inventory," 
"Lost 1973." Specificity helps the requestor Judge whether or not the 
material might be available at a later date. Avoiding abbreviations 
such as '^OS" means your response Is less likely to be misinterpreted. 
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PART V; 
FOOTNOTES AND APPENDICES 



FOOTNOTES 



New Jersey. Commission to Study Library Services in New Jersey. 
Better Libraries for New Jersey; Final l^eport of the 
Comntsslon to Study Library Services in Nftw Jersey. Trenton, 
1^56. p. 1^. 

New Jersey Library Association. Library Development Commltte«, 
SubconraUtee on Historical Development. Library Development 
in Mew Jersey: The Historical Background. 1973- 
Mimeographed, p. 16. 

Lowell A. Martin and Mary V. Gaver, Libraries for the People of New 
Jerseys or.. Knowledge for All. Nsw Jersey Library 
Association, Library Development Committee. New Brunswick, 
New Jersey. November !96A. p. 4. 

New Jersey. County and Municipal Government Study Commission. The 
Development of Libraries and Networks; Prospective Roles and 
Responsibilities for Libraries In New Jersey. Nineteenth 
Report. Trenton, June, 1980. p. 30. 

Ibid , p. 2. 

Ibid , p. 61. 

ibid , p. 61. 

Henry J. Michnlewski, Area Reference Libraries and the Library 

Services and Construction Act . Memorandum. January 1? 1965. 
(See Appendix l-F.) 

Lowell A. Martin and Mary V, Gaver op . cl t . p. 51*52. 
Ibid, p. 55^ 
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BIBLIOGRAPHY 

Martin, Lowell A. and Gaver, Mary V. Libraries for the People of New 
Jersey or Knowledge for Al 1 . New Jersey Library Association, 
Library Developflienf. Committee. New Brunswick, New Jersey, 
November 1964. 

New Jersey. CoiT<nlsslon to Study Library Services in New Jersey. Better 
Libnrles for New Jerseys Final Report of the Commlgslot^ to Study 
Library Sarvlces in New Jersey. Trenton, [ 

New Jersey. County and Municipal Government Study Commission. The 

Development of Libraries and Networtcs; Prospect iv e tholes and 

Responsibll t tie* foi i-ILraries in New Jersey? Nineteenth Report. 
Trenton, June, 1980. 

New Jersey Library Association. L Ibrary Development Commi ttee, 

Subcommittee on Historical Development. Library Development in New 
Jersey; The HIstor leal Baclcground. (19731^ Mimeographed. 



QTH£R DOCU^NTS CONSIA.TED 

A. Selected New Jersey Statutes Annotated as they apply to the New Jersey 

Library Network: NJSA 18A:73-12 and l8A;73-t3; NJSA 13A:73 03 and 18A: 73 
• 38; NJSA 18A:74-1 through l8A:74-t3. 

8. An excerpt from the New Jersey Administrative Code: NJAC 6:6l FOREWORD. 

A copy of the negotiated 1932 Area Library responsibilities. 

i. (]) A copy of the program sr ec i f i cat i ons negotiated between the Newark 
Public Lib''ary and the State Library for resource services for the 
northern region of the state. 

(2) Internal memorandum statint, the resource library servicts provided by 
the State L i brary. 

£. Copies of the program specifications negotiatr»d between the State Library 
and the following rrsearch libraries: 

(1) New Jersey State Library 

(2) Newark Publ ic Librar; 

(3) Princeton University Library 

(4; Rutgers University Library 

F, iemorandum from the New J;2rse>' -te Library nrep<?rcd by <fcnry Michniewski 
dated January 13, 1965, announc..;, the appointment of the Resource 
Libraries and setting forth their responsibilities. 
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Q. Sign-off document, kre* Library contracts. 

H. New Jersey State interUbrary Loan Code, 1973. 

I. Interlibrary Loan, Photocopy and Reference Procedures Manual. State 
Library, 1973. 

J. interlibrary Loan and Photocopy i nf ormat ion. and Procedures. State Library, 
1981. 

K. Intarllbrary Loan Subcommlttat of the Network Structure Task Force, 1980. 

L. Report of the Committee on Cooperation and Networking. NJLA College and 
University Section, I98O. 

M. Computer Application Task Force Report, 19d0. 
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APPENDIX I I 
CHARCE TO COMNfTTEE 



NEW JERSEY LIBRARY NETWORK (New Jersey Net) 
Protocol Ccwmittee 

Charge 

**The emergence of entirely new and sophisticated infoj nation 
retrieval syst«ns has required rethinking of established 
concepts and iwthods of reference and Information services. 

the Increasing diversity of the user population requires a 
change in the trcdltlonal modes of the delivery of information 
services, (U^ormat ion/reference and Interlibrary loan) 
particularly in relation to cooperative endeavors and 
networking arrangements. • • 

It is recognized that service strategies need to be designed 
that are more sophisticated and sensitive to the complex user 
pattern never known to our profession before. 

In providing service, they (those who have responsibility for 
providing reference and Information services) shaU consider 
the needs and Interests of all users, including children, 
young adults, adults, people who do not come to a 
library/information center and potential client.** 

- ALA Reference and Adul t Services 
Division Standards Committee, A 
Commitment To information Services; 
Development Guidelines (American 
Library Association} March 1, 1975 

r-^The New Jersey Library Network (New Jersey Net;) Protocol Committee 
shall study and recommend changes in the present organizational and 
operational structure and patterns used for networking Information 
services (interlibrary loan and supplemental reference) between and 
among the various network components — local libraries (academic, 
institutional, public, school and special); area libraries and research 
libraries. The Committee shall recommend a set of procedures to be 
followed by network libraries for the exchange of information and 
materials within the network. Special consideration shall be given to 
the changes proposed In the structure of New Jersey Net through 
legislation and expansion by number and types of libraries. 

Interim pr'o^edures should be drafted that will eaise the transition 
of t^he network Into Its new configuration over the next 18 months to 2 
years. Long range plans for procedures to be followed after the network 
becomes operational should also be drafted by thl's Committee. 

The Committee's recommendations for interim procedures should be 
submitted to the State Librarian no later than October 1, 1982. Long 
range plans should be presented to the Statewide Planning Committee no 
later th^jn March 1 , 1983. 

The Protocols Comml ttee ^^oul d keep the St ewide Planning 
Conwiittee informed of its progres^*^n long range plans through regular 
reports.* 

-83- ^ 85 



NEW JERSEY LIBRARY NETWORK (N«m Jersey Net) 
) Protocol Coninfctee 

Soine Specific Concerns: 

1. To study and recomwend changes In the fnethod(s) of referral among 
tocat libraries (academic, fnslf tutfonal « public, school and 
specie!); between local libraries and area libraries; and between 
area libraries and research libraries, such as; 

service to be offered at each level of network 

routing of supplemental reference requests through 
network 

2- To study and recommend changes In the mcthod(s) of referral among 
the research libraries, such as: 

service to be offered at each level of network 

access to collections of Rutgers and Princeton 

routing of 5upplementa4 reference requests through 
netviK>rk 

access to subject specialists In Research Libraries 

3. To study and recommend m«thod(s) of referral between New Jersey 
libraries and library organisations elsewhere. 

To sugqest means by which the various online data bases 

(specifically CLSi ; Oataphase; OCLC and RLIN) can be made an 

integral part of bibliographic information ^nd/or access for New 
Jersey Net, such as: 

Protocols for libraries on OCLC 

that borrow on ILL Subsystem 

" that use OCLC for locat Ions 

protocols for libraries that do not have OCLC 

free or at-cost con^uter searches for references on 
these or other commercial data bases* 

S* Review the present Interllbrary Loan Code, 1973 end recommend 
necessary changes, such ai: 

extent of service to be offered for various types 
of materials 

mass-market paperbacks in print 
current-year fiction 
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best sellers and titles In high demand 
nonpr I nt i t&ns 

photocopy requests <: 

6* To engai^* participating and potential participating libraries In 
defining overall objectives for the provision of information 
servlcei sucn as* 

— how nonpublic libraries fit In 

— free services from Network 

reciprocity for nonpublic libraries to Network 

7. To study the present method{s) of reimbursement for Information 
services (interlibrary loan and supplemental reference) and 
recommend changes which may make such reimbursement more equitable 
(area libraries and research ' 1 ibrari^s) . 

8. Identify and review available studies and reports on present 
Network information services {Interlibrary loan and suppl ©nental 
reference) . 

9. To determine if additional studies and/or reports on Information 
services are necessary. 

10. To recommend for discussion an overall fr^iework for the provision 
of i nf ormat ion service ( Intcrl Ibrary loan and supplemental 
reference service) for the expanding New Jersey Net, 

11. Suggest a framework for decison making regarding New Jersey Net^s 
supplemental Information/reference service and interlibrary loan 
serv f ce. 
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